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GF increases your employees’ PF* 


Because surroundings affect morale, people work better 
in a modern office equipped with GF METAL FURNITURE 


ODAY’S progressive companies 

know the value of creating and 
maintaining high employee morale. 
They know it is stimulated by such 
modern developments as better light- 
ing, soundproofing and modern, effi- 
cient “office tools’’. 

GF’s Mode-Maker metal desks, 
Goodform aluminum chairs and 
Super-Filer—the mechanized filing 
equipment—are the finest office tools 
in American business today. This 
metal business furniture is efficiently 
modern in every way and good look- 


ing, yet surprisingly economical. 

All Mode- Maker desks have “front 
office” appearance...handsome, neat, 
clean lines . .. smooth surfaces in 
pleasing colors .. . long lasting Tex- 
tolite or Velvoleum writing surfaces, 
easy on the eye. Any employee will 
feel proud to work at a Mode-Maker 

. Will do better work at a Mode- 
Maker—seated in a Goodform chair, 
with Super-Filer equipment conven- 
iently at hand. 

Because GF metal furniture is sol- 
idly built for years and years of hard 


Good metal business furniture is @ good investment 


(Circle 817 for more information) 


* PRODUCTIVITY FACTOR 


wear without losing its beauty or effi- 
ciency, your initial investment in it 
for your entire office staff will repay 
itself many times over. Call your 
nearest GF distributor or write The 
General Fireproofing Company, 
Dept. M-39, Youngstown 1, Ohio. 








GENERAL 
FIREPROOFING 


Foremost in Metal Business Furniture 





MODE-MAKER DESKS « GOODFORM 
ALUMINUM CHAIRS ¢ SUPER-FILER 
MECHANIZED FILING EQUIPMENT e 
GF ADJUSTABLE STEEL SHELVING 
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Policy re manuscripts: The object of MANAGE- 
MENT METHODS is to offer "practical solutions to 
management's problems." For that reason we never 
highlight a problem without offering at least a 
partial solution or a recommended course of ac- 
tion, Whenever possible, we like to offer the 
reader something he can do right now to correct 
a procedure or solve a problem in his business. 


Much of our editorial material comes from busi- 
ness and management specialists as well as from 
active businessmen at all levels of management. 

Most articles employ case histories. An article 
may be based on a single case history or can be 
built around a group of related case histories. We 
like to mention the name of the user company 
involved in each case history and, when possible, 
to quote an officer of the company. 

We endeavor to return all manuscripts. How- 
ever, we assume no responsibility for material not 
specially requested by us. 
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Recordak Bantam Microfilmer, one of 6 models designed for all requirements, all budgets. 


500 records photographed 


in | minute for 7 cents 


Have you checked all the 
the speed and economy of Recordak 


Chances are this unique photographic proc- 

ess is now simplifying jobs similar to some of 

yours. Remember over 100 different types of 

business—thousands of concerns—are now 

using it. Here are just some of the possibilities: 

| |To eliminate costly manual transcription in 
daily routines. Cost studies show that even 
where a few words are transcribed from one set 
of records to another, Recordak Microfilming 
saves time and dollars. 

| |To get a photographically accurate and com- 
plete record of checks prior to deposit in your 
bank. ‘Time-consuming description is eliminated 

. errors, too. 

[]1To speed data to other offices allowing 
tighter control . . . eliminating manual trans- 
cription and mistakes. 

(| |'To photograph punched card reports. No need 
to produce them in duplicate—Recordak Micro- 
film copies cost less than carbons. 

[_]To make a photographic record of any docu- 
ment in the fastest time and at lowest cost. 


ways you can apply 
Microfilming to your routines ? 


|'To speed reference. No problem when data must 


be added periodically—Recordak Microfilming 
and Filmsort cards work hand in hand to 
simplify any job. (Recordak is an authorized 
Filmsort distributor.) 


It will certainly pay you to double-check your 
routines with a Recordak Systems Man soon. No 
obligation whatsoever. Write Recordak Corpora- 
tion (Subsidiary of Eastman Kodak Company), 
444 Madison Avenue, New York 22, N.Y. 


**Recordak” is a trade-mark 





~S. 


7 





SRECORDERK 


(Subsidiary of Eastman Kodak Company) 


originator of modern microfilming — 
and its application to office routines 


(Circle 814 for more information) 





N YOUR COMPANY HAS PERSONNEL TO MOVE 


Mayflower Does The Entire Job, 
Gets Them Settled Right Away 





FOR MANAGEMENT 








by Leslie M. Slote 


Ass't. to the Pres., Ketay Instrument Corp. 
Management and Labor Relations Consultant 





The day that a Mayflower Move is completed, they can relax 
in the comfort of their new home! The Mayflower Men will do 
the entire job .. . unpacking .. . laying rugs . . . assembling 
lamps and beds... arranging the furniture . . . all to the com- 
plete satisfaction of the people you have transferred. In addi- 
tion, Mayflower Service is so complete, at origin as well as 
destination, that your employee can leave for his new assign- 
ment even before the move, if you wish. Yes, it will pay both 
you and your employee to rely upon Mayflower . . . a Long- 
Distance Moving Service that handles more moves over longer 
distances than any other mover. It’s America’s Finest! 

Mayflower’s organization of selected warehouse agents provides on-the-spot 


representation at the most points in the United States and Canada. Your local 
Mayflower agent is listed in the classified section of your telephone directory. 


AERO MAYFLOWER TRANSIT CO., INC. - INDIANAPOLIS 


NATION-WIDE FURNITURE MOVERS 


(Circle 801 for more information) 











“Can you suggest a simple turn- 
over control requiring a minimum 
of clerical effort, that will show us 
exactly what is happening in each 
department? 


We use the visible control form 
shown in Fig. | for all office and fac- 
tory departments. It shows the turn- 
over rate in the visible margin, while 
the upper part of the card gives a de- 
tailed picture of employee mobility 
within the department. This same 
form is used to show composite figures 
for the plant as a whole. An explana- 
tion of the columnar headings follows: 


1) BOM 


number of employees at the 








beginning of the month 

EOM number of employees at the 
end of the month 

AVG = average obtained by adding 
the first two columns and 
dividing by 2 

2) Under “Reasons for Separations”: 

DIS = discharged 


LO laid off 
LA = leave of absence 
TRS = transferred out to another 
department 
Potal Out Quits Discharges 


Lay-offs (We do not include Leaves of 
Absence until such employees are 
dropped from the rolls and we do not 
include Transfers.) 
3) Under “Reasons for Hirings”’: 

INC = increase in force 

REP = replacements for termi- 

nated employees 


| Foreman : ®- 3. SMITH 
DEPT. #118 ASsEenBiy 








Figure |. Turnover control form 


methods 





LO = reinstated from lay-off 


LA =return from leave of ab- 
sence 
[RS = transferred in from another 
department 
Total In Increase + Replacements 


Reinstatements from Lay-Oft 
4) “Net Change”’ shows which is great- 
er: Hirings (+) or Separations (—). 

Here we include Leaves of Absence 

and Transfers in order to give a com- 
plete picture of the actual work force 
strength in the department. The net 
change is either added to or subtracted 
from the BOM figure to give the num- 
ber of employees at the end of the 
month (EOM). 
5) Since we are primarily interested in 
the number of employees we lose, we 
calculate the monthly turnover rate 
by dividing the average number of em- 
ployees (AVG) into the Total Out 
column (Quits + Discharges + Lay- 
Offs) and multiply by 100. This meth- 
od of calculating turnover is only one 
of several possible methods that can be 
successfully used. 

Reference to the turnover control 
for each department shows exactly 
what is happening to the work force 
in that department. For example, a 
high number of quits or discharges or 
too many leaves granted, is an indica- 
tion to the Personnel Department to 
check the termination notices and exit 
interviews, and then confer with the 
Foreman to decide possible causes and 
remedial measures. 


question: 


*‘Are we required to reinstate an 
ex-serviceman who, if he had not 
entered military service, would cur- 
rently be on lay-off status?”’ 


answers 


If his seniority while in service was 
considered unbroken and if his turn 
for lay-off had been reached in strict 
accordance with your personnel prac- 
tices or collective bargaining agree- 
ment, it is not obligatory. However, he 
must still be carried on your roster in 
lay-off status, until such lay-off becomes 
permanent in accordance with your 
union contract or past practice. m/m 
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You'll file more photocopies—up to 60% more—in the same space if they’re 
made on extra-thin Photo-Writ® photocopy paper, surface W. One hundred 
photocopies on this durable, 100% rag stock make a folder only 5/16” thick! 
And “Photo-Writ” W is light—so light you can mail four 82” x 11” photocopies 
for a 3¢ stamp. 

A new how-to-do-it book on making photocopies is yours for the asking. It 
contains chapters on techniques, formulas and causes of print defects as well as 
descriptions of Du Pont products. Just send the coupon below. E. I. du Pont 
de Nemours & Co. (Inc.), Photo Products Department, Wilmington, 98, Dela- 
ware. In Canada: Du Pont Company of Canada Limited, Montreal. 


arom “PHOTOMWR W 


REE. us. pat. OFF 
BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


(Circle 813 for more information) 
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E. I. du Pont de Nemours & Co. (Inc.) 
Room 2498 Nemours Building 
Wilmington 98, Delaware 


[_] Please send me the free Du Pont booklet 
“Du Pont Photographic Reproduction Papers” 


[_] Please have your technical representative call. 


Name____ 
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“Better Housekeeping” means 
Cotton Towels at BELL AIRCRAFT 















*Fairfax towels used by Bell 
Aircraft Corp. are supplied by 
Frontier Linen Supply, Inc., 
Buffalo, N.Y. 


e Located in the Buffalo-Niagara Falls area of New York are nine Bell 
Aircraft Corporation facilities. Here were designed and built such avia- 
tion milestones as the first U.S. jet, the first commercial helicopter, 
the first supersonic airplane, and now, the rocket-powered Bell X-1A, 
world’s fastest and highest flying plane. 

Employing more than 14,000 men and women, Bell has to streamline 
washroom maintenance. Bell does it with cotton towels. According to 
Bell, their experience has shown them that cotton towels are economical, 
have a greater and faster absorbent quality and create better house- 
keeping. 

Cotton towels spare you inventory and storage headaches. Your rest- 
rooms are clean and uncluttered and you cut down plumbing bills. Em- 
ployees appreciate the “‘at home” cleanliness of soft, absorbent cotton 
towels. 

Whether you operate a factory, institution or office, why not clean up 
with cotton, too. For free booklet which tells what cotton towel service 
will do for you, write Fairfax, Dept. G 65 Worth St., New York 13, N.Y. 


Here’s How Linen Supply Works... 

You buy nothing... your linen supply dealer supplies 
everything. The low cost includes cabinets, pickup 
and delivery, provides automatic supply of freshly 
laundered towels and uniforms. Quantities can be 
increased or decreased on short notice. Local service 
is listed in your classified book under LINEN 
SUPPLY or TOWEL SUPPLY. 


Clean Cotton Towels... 
Sure Sign of Good Management 


Fatrtax-lowels 


A PRODUCT OF WEST POINT MANUFACTURING CO. 
WELLINGTON SEARS CO.,SELLING AGENTS, 65 WORTH STREET, NEW YORK 13 
(Circle 840 for more information) 














$ssssstax tipsssssss 


How a tax department can 


oS 


benefit your company 


by Alan L. Gornick 


Tax Counsel and Director Ford Motor Company 
From a talk before the American Management Association 


ques fa number of com- 
panies, total tax costs are now exceeded 


only by direct labor costs and raw 
material costs. However, very few com- 
panies are making any real effort to 
meet the challenge to management pre- 
sented by this new situation in this era 
of big taxes—much less meeting the 
opportunity which it presents to man- 
age their tax affairs so as to keep their 
present taxes to a minimum. 

Many companies, regardless of size, 
leave their taxes to one, two, or pos- 
sibly more individuals, who are buried 
somewhere, usually in the accounting 
department, and who have no direct 
contact with top management. Some- 
times they are called the “tax depart- 
ment,” more as a means of identifica- 
tion than as an indication of any status 
in the company. At best, these in- 
dividuals are in no position to do 
more than to make out the tax returns, 
after the events giving rise to the tax 
liability have occurred, and to deal 
with revenue agents and others who 
may audit these returns. 

Companies with legal departments 
may also have a lawyer, whose _ part- 
time job is to advise these individuals 
on any legal problems they may bring 
to his attention. Occasional advice 
from the public accountants for the 
company, or from an outside law firm, 
may fill in the picture. 

In contrast with this typical situation 
a number of companies have realized 
the importance of the problem and 
have established an adequately staffed 
tax group as part of top management. 
In all of these companies the head of 
the tax group is an important execu- 
tive of the company who reports di- 


rectly to the president or a senior vice- 
president, and in one case, directly to 
the Board of Directors. He has a staff 
of from 10 to 50 or more persons, a 
number of whom are lawyers, accoun 
tants, or engineers. He may have a 
budget for his group of several hun- 
dred thousand dollars a year. The func- 
tions of such a group fit into four gen- 
eral categories, as follows: 

1. Advise all levels of management 

as to: 

(a) tax effects of prospective action, 

(b) possible tax economies which 

may be effected by changes in pres- 

ent setup or procedure, and 

(c) the effect on the company of the 

constant changes in tax law result- 

ing from new administrative rulings, 
court decisions, and legislation, and 
the effect of proposed legislation. 

2. Prepare, or pass upon before fil- 

ing, all returns and other forms of 

information submitted to any taxing 
authority, and pass upon all tax 
payments. 

3. Handle for the company all audits 

or reviews of tax returns and all con- 

troversies with taxing authorities. 

4. Maintain complete and accurate 

records of all tax action by or af- 

fecting the company since its incep- 
tion, including all adjustments be- 
tween tax and book figures. 

It would seem obvious that, in order 
to properly perform these functions, 
the tax group should be in the top 
echelon of management and should be 
independent of any other department. 
The group’s top man should have re- 
sponsibility comparable to that of the 
Treasurer or other financial executive, 
or General Counsel. It should be rep- 
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resented on policy and planning com- 
mittees, and all activities of the com- 
pany, which might have any tax im- 
plications, should be cleared through 
the tax group. 

Tax problems of business are gen- 
erally a combination of law and ac- 
counting, and in some problems en- 
gineering is also involved. The tax 
group does not properly fit in either 
the legal department or the accounting 
department, and to produce compre- 
hensive tax management it should be 
under its own separate roof. 

Our tax laws are extremely difficult 
for even an expert to interpret and ex- 
plain, and no one, not even the senior 
executives of the company, should re- 
ceive their tax advice second-hand. No 
matter how thoroughly conversant with 
taxes the Treasurer, Comptroller, Gen- 
eral Counsel, or other financial officer 
may appear to be, he has numerous 
other responsibilities. The subject of 
taxes is today a full-time job, and one 
of primary, not secondary, importance. 
One of the most important functions 
of the tax advisor is to recognize the 
existence of tax problems which may 
not be apparent to the untrained eye, 
and the company should not depend 
on its other executives to determine 
whether or not, or to what extent, such 
problems exist, any more than it de- 
pends upon its Sales Manager to ferret 
out its industrial relations problems. 

Tax planning is not, of course, an 
end in itself, and many actions of the 
company will be advisable from a busi- 
ness standpoint even though they have 
unfavorable tax consequences. How- 
ever, any business which proceeds with- 
out knowing the tax effects of its ac- 
tion is playing blindman’s buff. 

Advice on the large problems may 
be confined to the top executives, but 
valuable aid can also be rendered to 
the lower echelons of management by 
helping them to recognize tax problems 
and by encouraging them to refer such 
problems to the tax group for resolu- 
tion before the company is irrevocably 
committed. A tax manual in some 
areas may be effective for this purpose, 
especially in large companies. 

Most companies, unless their opera- 
tions are very closely contained, will 
find that the opportunity for tax sav- 
ings is limited only by the time and 
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effort spent in searching for these sav- 
ings. Just as alert management requires 
its various departments to constantly 
seek new ways of cutting the costs un- 
der their several jurisdictions, it should 
have a tax group constantly seeking 
new ways of reducing taxes and the 
risks of tax disputes. 

Ill-conceived tax reducing schemes 
can, however, turn out to be both ex- 
pensive and embarrassing. In this, as 
in other spheres of tax counseling, not 
only technical knowledge but experi- 
ence and judgment should be required 
of those comprising the tax group. The 
history of our tax law is largely made 
up of the taxpayer’s search for loop- 
holes and of the government’s efforts to 
close these loopholes by legislation or 
court decision. Needless to say, the per- 
centage of success has been greatly in 
favor of the government. 

This does not mean that there are 
not many ways of saving taxes, but it 
does mean that the method adopted 
must be sound enough to stand up 
under the law, not only as it is inter- 
preted today, but as it will be inter- 
preted several years from now when 
the returns are audited. Anything 
which will apparently save taxes is 
likely to appeal to the layman, and a 
tax advisor with poor judgment may 
be tempted to make himself tempor- 
arily popular by proposing devices 
which ultimately fail. Several years 
after the adoption of the device the 
company is faced with a tax bill for 
which it has no reserve and on which 
it has to pay 6% interest. Also, in some 
cases the failure of the scheme may 
mean much larger taxes than if it had 
not been adopted, and possibly the im- 
position of severe penalties. Poor tax 
advice can be worse than none. 

Changes with respect to payment of 
corporate income tax will be effective 
for all taxable years beginning after 
December 31, 1954. Administratively, 
some of the problems that the pay-as- 
you-go provisions present, which 
should be considered, are: 

1. How will working capital of the 
company be affected? Will it be neces- 
sary for the corporation to expand its 
holdings of cash (through some means 
as retained earnings, capital stock is- 
sues, borrowing, or failure to spend all 
amounts set aside for depreciation) to 












For the business man who 


refuses to stagnate 


ALF the world is half asleep! Men who could be making twice their present 
salaries are coasting along, hoping for promotions but doing nothing to 
bring themselves forcefully to the attention of management. 


They’re wasting the most fruitful years of their business lives . .. throwing away 
thousands of dollars they may never be able to make up. And, oddly enough, 
they don’t realize—even remotely—the tragic consequences of their failure to 
forge ahead while time is still on their side. 


These are the men who are unknowingly headed for the frustrations and the 
disappointments of mediocrity. They'll go part way up the ladder and down again 
by the time they’re fifty years old. They'll be executive material in their twenties 
and thirties—and clerks in their fifties. They'll have high hopes for themselves 
and their families while they’re young; but only struggling, skimping and regret 
later on when their earning power should be at its height. 

Send for Your Free Copy of “Forging Ahead in Business” 

If you want to discover how to succeed while you are still young—if you want 

to avoid the heartbreak of failure in later years—send today for “Forging Ahead 


in Business” ... one of the most practice] and realistic booklets ever written on 
the problems of personal advancement. 





Here you will find—not a “pep talk,” not an academic lecture—but cold, hard 
facts on how to improve your position and increase your income. You will be 
told what the qualifications of an executive are in today’s competitive market . . . 
what you must know to make $15,000, $20,000 or more a year ... what you must 
do to accumulate this knowledge. 

“Forging Ahead in Business” was written for mature, ambitious men who seri- 
ously want to get down to bed-rock in their thinking about their business future. If 
you feel it is meant for you, simply fill in and return the coupon below. Your 
complimentary copy will be mailed to you promptly. 


[ ALEXANDER HAMILTON INSTITUTE 
1 Dept 291, 71 W. 23rd Street, New York 10, N. Y. 
In Canada: 57 Bloor St., W., Toronto, Ontario, Canada 


Please Mail Me, Without Cost, a Copy of Your 48-Page Book— 
“FORGING AHEAD IN BUSINESS” 
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Makes Cop 


National has important news for business 
everywhere! The duplicate copies you see 
above were made without carbon paper! This 
is made possible by use of a special paper 
developed by the research laboratories of 
The National Cash Register Company. It is 
called ‘NCR Paper” (No Carbon Required). 
NCR Paper puts an end to irksome handling 
of carbon paper — inserting, removing, 
storing. 

Saves Time, Avoids Smudges. Faster. 
Can’t smudge copies or fingers. 

Making multiple records is now as easy as 
picking up 3, 4, (or more) forms from a stack 
and inserting them in a typewriter or 
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business machine. And NCR Paper provides 
exactly the same advantages when making 
copies by hand (receipts, sales slips, guest 
checks, etc.). 


Better Copies. When forms are placed to- 
gether and written on — by typewriter, busi- 
ness machine, or by hand — clear, clean 
copies are made without carbon paper. 


Ends Carbon Paper Disposal. With 
NCR Paper, troublesome removal and dis- 
posal of used carbon sheets are avoided. 

Try the new NCR Paper and be amazed at 
the new ease, simplicity, cleanliness and 
time-saving it brings to multiple copying. 


THE NATIONAL CASH REGISTER COMPANY, Dauton 9, ohio 
949 OFFICES IN 94 COUNTRIES 





(Circle 851 for more information) 





1es without Carbon! 


Contact your local business 
forms printer for NCR Paper 
— or your nearby National 
representative — or write to 
The National Cash Register 
Company, Dayton 9, Ohio. 


*TRADE MARK REG. U.S. PAT. OFF. 


ACCOUNTING MACHINES — 
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ottset the additional drain required to 
meet the estimated payments? 
2. How should the extra cash funds 
that will be required under the new 
plan be employed in order to prevent 
sterility of working capital? 
3. Will the result in depreciation of 
working capital require curtailment of 
proposed capital improvements. 
4. What changes are required in the 
accounting setup, or in internal re 
porting and compilation of data in 
order to eliminate or minimize the dif 
ficulties of estimating profits? Since 
estimates and tax payments will neces- 
sarily be based on figures derived from 
estimates of inventories, depreciation, 
collection of receivables and sales, a 
review of procedures and reports re- 
lating to these items will be required. 
Moreover, the federal 
only part of the corporate administra- 


revision is 


tive problem because it necessarily her- 
alds a host of state tax changes. A tre- 
mendous flood of changes in_ state 
taxes, some inevitable because of exist- 
ing law and others a result of con- 
forming changes when the legislatures 
meet in 1955, is to be anticipated as a 
result of Congress enactment of H. R. 
8300, Internal Revenue Code of 1954. 

There is a tendency, particularly 
among some state and local lawmak- 
ers and enforcement officials, to pro- 
pose, unwittingly or otherwise, laws or 
regulations which unduly penalize a 
particular industry or company. One 
such law or regulation alone can seri- 
ously affect a company’s competitive 
position. If the company learns of the 
proposal in time, it may be able to 
bring about its withdrawal or revision 
by, for example, pointing out its harm- 
ful effect on the local business com- 
munity. Once the law is passed or the 
regulation adopted, it is usually too 
late to do anything. An alert tax group 
can make certain that no such op- 
portunities are missed. 

The aim of a tax group is to prevent 
tax controversies, just as a good legal 
department prevents law suits. The 
most effective way of preventing tax 
controversies, in addition to giving tax 
advice before the event, is to: 

(1) Adequately and intelligently pre- 
pare the return. 

(2) Assemble and keep available all 
data in support of the return. 
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(3) Establish and maintain a reputa- 

tion for straightforward and honest 

dealing with the taxing authorities. 

Some companies might say: “This is 
all well and good; a tax group would 
be nice to have, if we could afford it. 
But we seem to be getting along all 
right with the taxing authorities, and 
when an occasional controversy does 
arise, we Can retain outside assistance 
to fight our case at less than it would 
cost to keep an adequate staff within 
our own organization.” . 

In answer, progressive management 
might well ask: “What assurance do 
we have that we are not grossly over- 
paying our taxes, and that our com- 
petitors are not doing everything in 
their power to reduce this second or 
third largest item of cost? Or, if we 
know that all our competitors are han- 
dling taxes as we are, can we afford to 
neglect this opportunity to get the 
jump on them?” 
which are 
along all right” realized the 


If companies “getting 
inherent 
danger of inadequate tax handling, 
they would not rest easy. For example, 
a certain large corporation had to ad- 
its stockholders of a $5,100,000 
charge to surplus, because the United 
States Supreme Court upheld a tax 
against a subsidiary due to a method 
of accounting between parent and sub- 
sidiaries, which was apparently fol- 
lowed without due regard to tax con- 
sequences. And the _ directors’ of 
another corporation have _ recently 
settled for $2,300,000 a stockholders’ 
suit, which was brought because the 
company had incurred heavy penalty 
taxes for unreasonable accumulation 
of surplus. Both of these companies 
have good profit records, and un- 
doubtedly have able management, but 
more attention to taxes might possibly 
have saved them a great deal of money 
and trouble. What has happened to 
them can easily happen to any com- 
pany and particularly one which lacks 
good management of its tax affairs. 
The saving of a dollar in income 
taxes in a year in which there is no 
excess profits tax liability is the equiva- 
lent of saving approximately $2.22 in 


soe 
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other costs, since such other costs are 
deductible in determining net income 
subject to tax. To state this another 
way, it takes about $2.22 of profit be- 
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fore federal and state income taxes to 
realize $1.00 after such taxes. The 
$2.22 is based on 52% federal income 
tax plus approximately 3% estimated 
average effective rate for state income 
taxes, considering that such taxes are 
deductible in the determining of fed- 
eral income tax. 

In a year for which excess profits tax 
is payable, each tax dollar is equal to 
$6.67 of other income before taxes if 
the limitation on such tax is not ap- 
plicable, or $3.70 if the limitation pro- 
visions are applied. 
the cost of the tax 
group this means that in return for, 
say, $75,000 spent on the group in a 
year for which federal income tax 
only is payable, it has to save only 
$33,750 in income taxes to pay for 
itself, since the $75,000 is deductible 
for income tax purposes and the tax 
saving is itself not subject to tax. Dur- 
ing an excess profits tax year the sav- 
ings required would range from $11,- 
250 to $20,250 depending on whether 
the total federal rate is 82% or 70%. lf 
we assume that the company spending 
the $75,000 has an income of $10,000,- 
000 before income taxes and pays taxes 
of at least $5,500,000, a saving of 14% 


In terms of 


or less of each dollar would cover the 
expense of the tax group. 

A tax group adequately staffed and 
performing the functions outlined 
above, should, in a company of the 
above size, save many times this 
amount, even where the company does 
not have unusual transactions 
which might provide opportunity for 
spectacular savings. m/m 
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The unpleasant stain and smear that once was the trademark 
of hectograph spirit duplicating is rapidly becoming a thing 
of the past—thanks to Columbia research and development. 
\ New, Black Marathon Ready-Master Units are clean—clean 
because Columbia's exclusive ink does not “blossom” on 
contact with the skin—clean because protective Supercoating 
covers carbon surface and all edges. Yes, the results you can 
obtain from Marathon Black Ready-Master Units will prove 
how much Columbia engineering has advanced the quality of 
hectograph duplicating. 
If you’ve been using ordinary purple masters and have been 
tempted to scrap your spirit duplicating equipment in favor of 
some tricky new process—don’t do it until you have tried 
Marathon Black Units. You'll get cleanliness and quality you 
would never dare hope for from ordinary masters. Use the — 
coupon below attached to your business letterhead to obtain 
your copy of the Free booklet, “Quality Duplicating 
With Hectograph.” 


e RIBBONS 
CARBONS 
DUPLICATING SUPPLIES 






CoLUMBIA RIBBON AND CARBON MFG. Co., Inc. 
491A Herb Hill Road, Glen Cove, N. Y. 





Send booklet, “Quality Duplicating With Hectograph”’ , \ 
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It will take a company 


not less than 24 months — perhaps 
longer — to prepare itself for auto- 
matic data processing equipment. 
This does not include lead-time for 
machine delivery. You can reasonably 
assume a three-year target date for 
getting into electronic operation 


A REPORT FROM THE EDITORS if you start from scratch today. 







Virtually any firm employ- 

OF MANAGEMENT METHODS ON ing more than 100 clerical workers 
is ripe for some form of electronic 
data processing. 


What Management should know about | 


data processing equipment is consistent 
with its ability to provide a proper 

rate of return. Example: a $1,000,000 
computer system will pay for itself 

in three to four years if it re- 


Electronics for the office Pa 6 lll et 


Not all electronic systems 

cost $1,000,000. Lower priced, spe- 
cial purpose machines are already 

in actual use by private firms. 

Newer equipment is coming out fast. 


THE TIME HAS COME for businessmen to drop 


’ ‘ . The fear of obsolescence 
the future tense as far as the Automatic Office 


of present-day equipment is no ex- 


is concerned. Managements who fail to grasp cuse for failure by management to 
bia a er act. "'Eniac," one of the first all- 
this new condition—and its implications—may sini Sompylerssir baron: i 


find themselves hopelessly out-distanced by alert _— ee Seer 
eration. 

competitors before they have time to act. Here 
are the facts... Human beings are going 
to be displaced in staggering numbers 

by electronic equipment. Productivity 

will soar as white-collar employment 

and purchasing power drops. This 
economic imbalance must be anticipated. 
It isn't realistic to say that we 

have gone through one “Industrial 
Revolution" and, after a period of 
readjustment, were able to improve 

the standard of living of all peo- 


ple. The effect of electronic equip- 


ment on our economic life is of the 
same magnitude as the effect of the 


H-bomb on our military strategy. 











F BUSINESSMEN HAVE FAILED to recognize the actual advent of the 
Automatic Office, they are not wholly to be blamed. Ample evidence 
of a general nature has been available for several years, but only re- 
cently has specific proof been published. One big barometer could have 
been read four years ago when almost every one of the large business 
machine firms committed millions of dollars to electronic develop- 
ment. Companies like Burroughs, IBM, National Cash Register, Rem- 
ington Rand, and Underwood—all with a tremendous stake in the 
status quo—made the irrevocable decision that their present products 
were “obsolete.” 

At the same time, in the lower management echelons of big business, 
trained methods and procedures men recognized what was happening. 
Increasingly, during the last two or three years, the Associations to 
which these technicians belong have been carrying on serious confer- 
ences on electronic orientation and development. In those firms where 
the systems and procedures function is well developed and supported 
by top management, these technicians have alerted their superiors to 
the vast changes in making. Dozens of the real giants like U. S. Steel 
and General Electric have completed their long preparation for elec- 
tronic data processing and have equipment on order or delivered. 

One other piece of general evidence is striking. During the last half 
of 1954, three major publishing companies launched new magazines 
devoted to automation and electronics. Like the big business equip- 
ment manufacturers, there was no altruism involved. McGraw-Hill 
(Control Engineering), Penton Publishing Company (Automation), 
and Reinhold Publishing (Automatic Control) are investing in pre- 
dictable reader and advertiser interest. They don’t expect to wait for 
years for the “pay-off.” 


A glimpse of the present 


For specific evidence that the Automatic Office must be spoken of 
in the present tense, one has but to consult with the firms already em- 
barked on automatic data processing. The following comments are 
verbatim extracts from a single session of a single Seminar conducted 
at the recent Systems and Procedures Association Meeting. The men 
quoted may be considered “experts” since each has been a major par- 
ticipant in an intensive study of electronics for his own firm. Natu- 
rally, the remarks reproduced here are out of context. In spite of this 
limitation, they should be of significance to management men. 

MR. E, L. DUPREE (Consolidated Edison of New York): Our electronics 
staff has attended various schools that have been held by Remington 
Rand, IBM, and RCA. These firms have been into our company, as 
well, teaching the electronics staff the programming 


g, the capacities of 
the machines, and such things as that. 


After our programmers had completed the training that was given 
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them, they set about to apply one function of our customers’ billing 
job to electronic data processing machines. In other words, they sat 
down with the knowledge that they had gotten from these various 
courses, and they picked a job that we termed “bill frequency and 
analysis,” which is nothing more than a tabulation by pre-determined 
steps of the computations of all the bills that are rendered for a given 
period. At the present time this operation is on punched cards. When 
we have to run reports and analyze the various consumption steps, 
we do a lot of sorting to arrive at the results. 

The programming staff sat down to do this job and it took them 
1,474 man hours to program this part of the routine! When they pro- 
grammed it, they took their program to the manufacturer of the elec- 
tronic equipment for which it was designed, and the manufacturer’s 
staff “debugged” the program. It took them 64 man hours to “debug” 
this routine. 

After they had it set up and all the errors taken from the routine 
or program, they ran the job in the computer, and it took them ten 
minutes to do the job! From that time on, if they were to analyze 
this one function, it would take them only ten minutes to do it. As 
you can now see, your set-up time is your big time, but once it is set 
up, the running time is very slight. .... 

QUESTION: Has there ever been a comment about what is the break- 
even point, people versus machines? In other words, I have heard the 
ratio—if you have one hundred people, and let us say by exchanging 
machines versus people you save about thirty of them, you come to a 
break-even point. 
MR. DUPREE: Are you talking about people assigned only to tabulating? 
QUESTION: I am talking about the work that is going to be taken over 
by the machines, no matter what phase of it is involved. 
MR. ALFRED SELIG (United Medical Service): We figure it runs close to 
fifty people. You have to replace fifty clericals to make this break-even. 
MR. ED J. JASPER (Cincinnati Gas & Electric): That is on large-type 
equipment? 
MR. SELIG: Yes. 
MR, DUPREE: In other words, in order to break even on it, you have to 
reduce each one hundred down to fifty? 
MR. JASPER: Whenever we price a job out, if we come out with just 
an even clerical and machine cost, we will take the machine. 
MR. SELIG: You can go a little the other way, too, because your machines 
will give you a tremendous amount of additional work. 

* * * 
MR, A. R. WICKENDEN (Chesapeake & Ohio): Some of you may have 
read press releases in the last week and a half indicating that we have 
ordered a Univac for delivery in 1956. Our initial operation on this 


Univac will be in the accounting department area on payroll disburse- 





ARE YOu 
TRYING TO 


“Whadaya mean pay invoices twice? 
Only a fool would do that!” 

“Or someone unaware he was do- 
ing it.” 

“Unaware? We stamp ’em when we 
pay ’em. How could you put one 
through again?” 

“By removing the paid stamp — 
anyone can do it — and submitting 
the invoice for repayment. Or by sub- 
mitting a duplicate invoice, which is 
normally issued, for payment backed 
by validating papers accidentally or 
intentionally not canceled when the 
original invoice was paid.” 

“But all my employes are honest.” 

“Every business has honest em- 
ployes. Yet fraud costs American busi- 
ness half a billion annually. Some of 
those ‘honest’ employes are stealing. 
Look, you don’t expect to have a fire. 
Yet you guard against it. Well, fraud 
costs 3 to 5 times more every year 
than fire. Doesn’t it make sense to 
guard against it?” 

“Why do you think it can happen 
to me?” 












“Because you’ve probably got the 
symptoms. Few businessmen can 
honestly say their businesses never 
paid invoices twice . . . never suffered 
some form of inventory shrinkage — 
either through accident or fraud. 

“Look . . . there are only three 
places fraud can occur: in cash re- 
ceipts, in cash disbursements, and in 
material shipments. From 70 to 80% 
of all fraud losses occur in cash dis- 
bursements. And that’s where the 
Cummins invoice canceling system 
comes in. It prevents duplicate pay- 
ments.” 

“Hmm... how does this system 
work?” 

For full information on how the 
Cummins invoice canceling system 
works, mail coupon below. 


Cummins Invoice Cancel- 
ing Perforator cancels in- 
voices, supporting papers 
with holes you can read, 
virtually eliminates dupli- 
cate payment of invoices. 


CUMMINS BUSINESS MACHINES 
Division of Cummins-Chicago Corp. 


Cummins Dept. MM-15, 4740 N. Ravenswood Ave., Chicago 40, Ill. 
Business Please send information on Cummins invoice canceling system. 
Machines 
Name 
sales and 
service offices Firm 
in principal Address 
cities é 
City Zone State 
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ments and revenue accounting. We hope, one day, to use this in conjunc- 
tion with information piped in from yard offices all up and down the line. 
_.. We are doing some work right now. We started installing teletype up 
and down the line, recording information on the movement of trains and 
cars, and we expect one day to pipe all the information either by teletype 
or some better communications device into Univac. 

MR. THOMAS CALHOUN (New York Telephone Company): Approximately 
what period of time was devoted to study or investigation before the de- 
cision was reached to order the Univac? 

MR. WICKENDEN: The Steering Committee on the traffic analysis was set up 
about the middle of 1953, so it has been about a year. 

MR. SELIG: How many people in that group? 

MR. WICKENDEN: Working full-time in the traffic area, we have a full-time 
crew of six men that are training in yard offices on the teletype. We have 
three full-time people just investigating machines and communications 
equipment, and developing the procedures for the information. In the 
accounting department, we are just starting the really detailed analysis for 
programming, and I think we will have six to eight people doing that. 

MR. A. A. IBANEZ: I am from the Electronics Computer Division of the 
Underwood Corporation. .. . For the past two years, I have been literally 
barraged by investigating teams, and I am kind of in agreement with the 
gentleman who said that there seems to be no end to investigation, because 
I have seen some fellows come around the second and third times. In other 
words, there must be a time when somebody makes up their mind. 

One of the things that seems to bother a lot of people is the matter of 
obsolescence. I don’t buy it! The Eniac, which was probably the first large- 
scale, all-electronic computer built, was obsolete when it was delivered. And 
yet, it is a well-known fact that the Eniac has paid for itself, and is con- 
tinuing to do useful work. Obsolescence does not work against anyone except 
the manufacturer, particularly if he engages in a rental program, or rental 
with option to buy. 

* * . 


What about the smaller firms? 


The managements of smaller companies will have to consider three 
factors in order to determine how soon they will be able to utilize elec- 
tronic data processing. 

First, and most important, is the nature of their operation. It is axiomatic 
that repetitive operations, when they appear in volume, can be done better 
and faster by electronic equipment. If repetitive operations are present in 
volume, the smaller company can use the same evaluation as the big. 

Second, it is not necessary for a firm to convert all accounting and paper 
work to automatic processing. The lower cost, special purpose machine— 
designed to handle but a single application—may be the logical answer 
for your company. Here is a typical example: 

The John Plain Company, a mail order house, installed a special pur- 
pose, electronic system two years ago for the sole purpose of counting 
orders as they came in. They carry about 8,000 different items in stock. 
During normal operations, 40 girls were required to manually count the 
daily orders of specific items. During the Christmas peak, as many as 150 
girls were used. Their new system, called Speed Tally, requires 10 oper- 
ators. Each of these girls have in front of them what looks to be a normal 
ten-key adding machine. The keyboards are piped-in to an electronic 
computing device. A girl merely “fingers” a catalog number, as she observes 
it, in running through a sheet of orders. At any moment during the day. 
an operator at a central control panel can ask the machine how many 
orders have come in that day for any of the 8,000 items in stock. At the 
end of each day, the machine automatically prints each of the 8,000 cata- 
log numbers with the quantities ordered that day for each item. The Speed 
Tally was specially designed for John Plain. It cost a fraction of the price 
of an all-purpose electronic computer. 

Third, in small-company consideration, are the Service Bureaus being 
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set up to accommodate a group of users who are unwilling or unable to 
make their own equipment installations. This is an excellent way for a 
smaller company to “get its feet wet” with a minimum investment. 

It is important to remember, however, that machine investment is the 
final step in setting up an electronics program, It will not relieve a company 
large or small—of the necessity for reviewing and re-creating its systems 
and procedures. As pointed out before, this is a protracted and often 
tedious job. It’s expensive, too. But, once the job has been done, whether 
or not the decision is finally made to adopt electronics processing, the 
resultant economies will more than pay for themselves in work simplifica- 
tion and improved management control. 

Depending on the application involved, it is possible that management 
in mdny firms will find reporting speed to be more important than clerical 
dollars saved. In the case of the John Plain Company, discussed above, it 
should be possible for management to set a dollar value.on the day-to-day 
control available to its buyers. In a larger firm, where inventory control 
is critical to the maintenance of the production line, and where excess 
inventories can be measured in thousands of dollars of frozen capital, the 
“revenue” produced by better management control may well exceed any 
other considerations. 





A glimpse of the future 


As a magazine dedicated to reporting facts, we will not offer any arbitrary 
predictions of what may happen to our social and economic system, in the 
1960's, when electronic installations will be commonplace. But we can 
quote the opinions of informed experts. 

For example, in 1950, Norbert Wiener, the father of Cybernetics, pub- 
lished his now-famous book, THE HUMAN USE OF HUMAN BEINGS. 
In 1954, a newly re-written edition was printed in paper-back form. Both 
editions carry a significant statement: 

“Let us remember that the automatic machine is the precise 
economic equivalent of slave labor. Any labor which competes with slave 
labor must accept the economic condition of slave labor. It is perfectly 
clear that this will produce an unemployment situation, in comparison 
with which the present recession and even the depression of the ’30’s will 
seem a pleasant joke. This depression will ruin many industries—possibly 
even the industries which have taken advantage of the new _potenti- 
alities Professor Wiener, of course, was speaking of the automatic 
factory, as well as the automatic office. 

Speaking for the labor unions, Walter Reuther, President of the CIO, 
in December, 1954, said: “Social wisdom is called for to match scientific 
advances. The buying power of wages and salaries in this period must 
increase faster than the national economy’s rising productivity.”’ Continuing 
this same statement, he offers a definite program for immediate use in 
collective bargaining by both plant and white-collar workers. It includes 
such goals as higher wages, reduced taxes for lower-income families, gov- 
ernment-aided housing and public works programs, improved minimum 
wage and higher social security standards, 

Here we have the opinion of the scientist and of labor. Thus far, no 
strong voice has stated the case or the program for business management. 
Yet, business has a very selfish reason for anticipating the social and eco- 
nomic troubles ahead. It will serve no useful end to increase productivity 
and destroy purchasing power. As in the case of atomic power, the new 
productivity brought about by electronics must be made to work to the 
benefit of all. 

This Electronic Age has come upon us suddenly. We are now in a tran- 
sitional stage. It is urgent that management, as a group, recognize this fact 
and their social and economic responsibilities during this period. If this is 
done in time, it can open the door for all people—management and labor— 
to the greatest era of productivity and social betterment the world has ever 
known. m/m 
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cuts duplicating costs $30,000 a year 
for TWA Trans World Airlines 
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SPEEDS © 1. FINANCIAL REPORTS AND CHARTS TO MANAGEMENT 
2. SERVICE AND MAINTENANCE MANUAL REVISIONS 
3. PRODUCTION OF FORMS AND ILLUSTRATIVE TRAINING MATERIAL 


From its earliest beginnings, Trans World Airlines has been in the fore- 
front of aviation development, constantly seeking methods and devices 
to improve equipment and passenger comfort. 


Convinced that xerography offered a new and better way to get paper- 
work done cheaper, faster and with photographic accuracy, TWA in- 
stalled XeroX® copying equipment to prepare offset paper masters for 
duplicating. Result: —,TWA’s annual paperwork expenses trimmed by 


$30,000! 


Monthly revisions in TWA’s service 
manuals and parts catalog are speedily 
done by “stripping in” up-to-date data 
onto the originals which are then copied 
onto paper masters by xerography. De- 
tailed financial reports to management, 
that cost about $70 using previous 
methods, now cost just $4, using xerog- 
raphy. Wall size charts are easily included 
in 844” x 11” maintenance manuals—they 
are reduced in copying by xerography. 

Anything written, typed, drawn or 
printed can be reproduced with photo- 


graphic accuracy in about 3 minutes by 


xerography onto an offset paper master. 
These masters are used to run off multi- 
ple copies on an offset duplicator. Copies 
can be made from one or both sides of 
original material, by xerography, in en- 
larged, reduced or same size. 

For use in diazo type machines, trans- 
lucent intermediates can be made from 
an original in the same speedy way. 

It is now possible with xerography to 
make up to 8 copies from 1 xerographic 
image, including an offset paper master 


or translucent intermediate. 


Write for proof of performance folders showing how companies of all kinds, 
large and small, are cutting costs and speeding paperwork with xerography. 
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Quickly, Easily, Effectively Destroy confi- 
dential papers, records in your own office! 
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portable shredding machine designed especially 
fer office use! Quiet, compact, streamlined! 
Never before an office shredding 
machine combining the speed and 
economy of the new SHRED- 
MASTER BANTAM 10. Anyone can 
operate it. No fuss, no trouble! 
Greater cutting width, speed, 
capacity, and power than ever 
before! Safety throat! Smart func- 
tional design, about size and 
weight of business typewriter. 
Priced well within the budget of 
all businesses - large or small. 
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Priceless Security at Low Cost 


A new type of office machine, the 
Shredmaster Bantam 10 portable shred- 
ding machine, quickly and effectively 
destroys confidential office records and 
correspondence. You eliminate danger of 
vital papers falling into hands of un- 
authorized individuals. 

What makes the Shredmaster Bantam 
10 ideal for office usage is that it is 
attractive in appearance, quiet, compact, 
and streamlined. It plugs in just like an 
electric typewriter or adding machine, 
and is immediately ready to operate. 

Made by The Shredmaster Corporation, 
known throughout the world as the lead- 
ing manufacturers of shredding machines, 
the Shredmaster Bantam 10 can be oper- 
ated by clerks, stenographers, or other 
office help. 

A Free Shredmaster Bantam 10 bro- 
chure is available without charge simply 
by addressing a letter or postcard to 

The Shredmaster Corporation 

199 Willoughby Avenue 
Brooklyn 5, N. Y. 
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case histories 


FOR SALES MANAGEMENT 


by Charles S. Roberts 


Charles Roberts Associates 


Here are 5 basic questions you should ask 


before you merge, diversify, or expand. 


Pitfalls in expansion and diversification 


CEES PRACTICALLY EVER 
SINCE the phrase “post-war planning”’ 
was coined, many companies have been 
engaged in programs of expansion or 
diversification of their product lines. 
The reasoning behind such policy de- 
cisions is not hard to follow. Many com- 
panies believe that spreading out their 
interests over a number of product 
lines, sometimes unrelated, will provide 
an economic hedge. It is reasoned that 
all markets do not decline at the same 
time, so that a company having a stake 
in many markets is not as prone to 


HOMOGENEITY OF 
RAW MATERIALS 


ate) feic) 4, [ihe els 
MARKETS OR CHANNELS 
OF DISTRIBUTION 


ate) felc] 4, [ihe ale). 
BOTH RAW MATERIALS 
AND MARKETS 


ENTIRELY 
te) 441), | 
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| In this case the company has added a new line 
which utilizes the same raw materials used in the 
principal products produced by the company. Thus, 
a petroleum company expands manufacturing to 
include candles, floor waxes, and furniture pol- 


In this case the company has added a new line 
which can be sold to the same markets or through 
the same channels of distribution. 
manufacturer may add vegetable shortenings to its 
soap lines, a petroleum marketer may add tires, 


In this case the company has merely expanded 
its product lines and the added items are sold 
to the same markets through the same channels of 
distribution. ‘Thus, a hand tool hardware manu- 


facturer may add a power tool line, an automobile 


In this case the new product line has no rela- 
tionship to the company’s existing lines from any 
point of view. 
goes into the furniture business, a steamship com- 


violent fluctuations as a company hav- 
ing to ride out the downward trend in 
a single market. Thus, we observe an 
auto body company buying a vitreous 
chinaware firm, a meat packer market- 
ing a line of chemicals, a flour miller 
going into the cellulose sponge field, 
an explosives manufacturer making 
transparent plastic sheetings, a paper 
company adding a converting operation 
to its manufacturing activity, a steel 
company purchasing a_ plastics com- 
pany, to point out just a few. 

It should be clearly understood that 


TYPES O F 


Thus, a soap 


Thus, a heavy tool manufacturer 


pany 


none of the examples of kinds of diver- 
sification cited in the chart below are 
offered as instances of good or poor 
management judgment. On the con- 
trary, they are offered merely as illustra- 
tions of the diverse forms of expansion 
and diversification activities taken by 
companies in recent years, and no one 
type, in itself, is necessarily considered 
more sound than another. 


Other reasons for diversification 


In taking steps to achieve an eco- 
nomic hedge through expansion or 


IVERSITFICATION 


ishes because they are made from petroleum base 
materials. A timber firm expands into wood fiber 
products such as softboard and hardboard, paper 
products or chemicals derived as a by-product of 
making paper pulp. 


batteries, and other automotive accessories, a radio 
and television manufacturer may add household 
appliances such as refrigerators, ranges, air con- 
ditioners, and heaters, a shirt manufacturer may 
add ties, to give a few illustrations. 


company acquires the assets of another automobile 
company to expand its price line, a coarse paper 
manufacturer may add a converted line of prod- 
ucts, a magnetic wire sound recorder company may 
add a magnetic tape machine to its line, etc. 


enters the pharmaceutical field, an aero- 
nautical company expands into electronics, and an 
auto body company buys a chinaware firm. The 


product lines are entirely foreign. 
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diversification, many managements 
strive to achieve other objectives as 
well. As shown in the previous illustra- 
tions, some managements direct their 
expansion or diversification activities 
from the point of view of increased 
and/or better utilization of their raw 
materials, by-products, and manufactur- 
ing facilities. Other managements strive 
for better utilization of their sales force 
by providing additional product lines 
which can be sold to the same market, 
or through the same channels of distri- 
bution. Although there may be some 
obvious advantages to such courses of 
action, too frequently a company’s de- 
cision is over-influenced by these con- 
siderations and more basic considera- 
tions are neglected. After all, the prime 
reason for embarking on a program of 
expansion or diversification is to 
achieve a broadened sales base, to open 
new markets, and to give stability to, 
and enhance the profit return of, the 
company. If this is true, then consid- 
erations regarding raw materials and/o1 
channels of distribution may be over- 
emphasized and not deemed secondary. 

Naturally, a company considering an 
expansion or diversification action will 
explore thoroughly the investment re- 
quirements in plant and equipment. 
If it is a merger or purchase deal, such 
considerations enter in as the true value 
of the assets of the company, condition 
of plant and equipment, etc. Com 
panies, as a rule, do a good job of brick 
and mortar, financial, and engineering 
appraisal in considering an expansion 
or diversification action. Too fre- 
quently, however, the need for a thor 
ough appraisal of the market, as well, 
is overlooked. Yet, if the action is being 
considered in order to provide the 
company with broader sales and profit 
returns, it should be recognized that a 
prime consideration is to determine 
whether this is actually realizable by 
the course of action being considered. 
Fundamental questions about the mar- 


ket should be answered, such as: 


QUESTION 1: How big is the 
market? 


The market for various products vary 
tremendously from very small to very 
large. Thus, the total annual market 
for one product may be counted in 
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thousands of dollars, for another prod- 
uct it may be in millions of dollars. 

In 1950, for example, a company in- 
terested in the field of plastic films 
found that the current market for 
one film amounted to approximately 
$1,000,000, whereas the current market 
for another film was $15,000,000. The 
latter film, from this point of view, is 
obviously of greater immediate interest 
for a potentially new producer. It ap- 
pears evident, therefore, that a company 
should satisfy itself that a large enough 
market actually exists for the products 
it is contemplating, to justify the move. 
Generalities are not enough. Do not 
neglect this basic consideration. 


QUESTION 2: What are the growth 
potentials? 


As we all know, most markets are sub- 
ject to change, and the growth poten- 
tial varies for different products. For 
some products the outlook for future 
growth may be excellent, whereas for 
others it may be dubious or very poor. 
If a company wants to add a product 
line it would seem that it would be the 
intelligent thing to try to gauge its 
growth potential as accurately as pos- 
sible before arriving at a decision. 
There seems little sense in trying to 
hedge the future with a product line 
whose future potential may be static or 
shrinking. If the outlook for future 
growth is limited or poor, and the in- 
dustry is already well-supplied, the ef- 
fect of a new producer will be to reduce 
the share of the market enjoyed by each 
and, perhaps, the prices and profits of 
the companies already participating in 
it. If, on the other hand, the outlook 
for growth is substantial it would indi- 
cate that there is an opportunity for a 
new producer, not only to share in the 
existing market, but also to participate 
and contribute to the future growth. 
Using the example of the two plastic 
films cited above, careful appraisal of 
many factors indicated that the film 
selling at the rate of $1,000,000 could 
be expected to increase to $4,000,000, at 
the outside, by 1955, whereas the film 
selling at the rate of $15,000,000 could 
be expected to increase to $32,000,000 
to $36,000,000 by 1955. Although per- 
centazgewise the growth of the latte: 
film is smaller, the outlook in terms of 


dollars is more attractive. 


QUESTION 3: What is the geo- 
graphic distribu- 
tion of the market? 


The geographic distribution of the 
market in relation to the location of 
the manufacturing plant is, frequently, 
an important factor in regard to a com- 
pany’s ability to be competitive price- 
wise and still make a profit. Products 
having a high freight weight/low price 
ratio cannot be shipped far because the 
freight costs quickly offset the profits. 
Products like insulation board, grey 
iron castings, and paper boxes suffer 
from such limitations. 

It is important, therefore, that a com- 
pany knows the geographic distribution 
of the market and the freight cost im- 
plications before adding a product line. 
Furthermore, if a major change in the 
location of sales and supervisory per- 
sonnel would be necessary, it is essen- 
tial that a management be fully aware 
of it, so that the costs of territory cover- 
age could be taken into consideration. 


QUESTION 4: What are the char- 
acteristics of the 
market? 


This is a complex subject, in itself, and 
its significance for successful marketing 
is frequently overlooked. It includes 
buying habits and practices, composi- 
tion of the buying public, and con- 
sumer preferences. Such factors can 
have an important bearing on a com- 
pany’s success or failure in marketing a 
line of products. For example, a petro- 
leum marketer which diversified its line 
by adding petroleum base household 
specialty products such as candles, floon 
waxes, and furniture polish, found that 
it could not satisfactorily market these 
products through gasoline outlets be- 
cause the general consumer practice 
was to purchase these products through 
groceries and supermarkets. Another 
company found that when it added a 
line of flower and vegetable seed in 
one-quarter pound packages, the line 
sold poorly because the amount was 
too big for the home gardener and too 
small for the commercial gardener or 
farmer. Still another company, which 
ventured into a new field with a con- 
sumer product, found that sales were 


disappointing for a concentrated syn- 
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3-U Office Valet ward- 
robe racks keep em- 
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FILING SYSTEM 


and see if it is as 
efficient as it could be! 








We at Record Controls have recently pub- 
lished an issue of our “Record Trends" in which 
a series of questions are asked that will help 
you find out if your filing and records system 
is outmoded, or as up-to-date as it should be. 


Questions cover all phases from a simple ‘Are 
folder tabs typewritten for easy reading?” to 
a complex "Are your board and committee 
meeting minutes indexed so that all material 
on a given topic can be found quickly?” 


It's interesting, and it's essential to know all 
about your filing system and what, if anything, 
could be done to improve it. 


Send for your free copy of "Rating Your Files” 
—no obligation. 


RECORD CONTROLS, INC. 


A_ nationally-known skilled method for 
developing efficient records systems, fea 
turing “on the job” training. We do not 
sell supplies or equipment 
209 S. La Salle St. Chicago 4, Ill. 
516 Fifth Ave. New York City 36, N. Y. 
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Item #23-B out of Plant 2 is backing up 
in the field. 

Anxious phone call. Hurried plane trip. 
“Get out there and sell, you so-and-so’s!” 

He might better have stayed at the main 
office. That’s where the fault lay—in Cen- 
tral Accounting. Sales figures from Plant 
2 (and all other plants) are processed 
there. It often takes weeks and weeks. 
Meantime, Plant 2 merrily continues full 
production of an item that’s laying an egg 
with the customers. 

What’s needed? Up-to-the-minute fig- 





ures on both production and sales — com- 
piled right at the branch level. How to get 
them? With Keysort punched cards. 

A McBee Kevsort installation can pro- 
vide comprehensive, accurate reports on 
every phase of branch operation. Fast, too 
—in your hands no later than the 4th of 
the following month. Whether you run a 
100-man plant or a colossus employing 
thousands-plus. And the cost is remark- 
ably low. 

The trained McBee man near you can 
show you how it’s done. Or write us. 
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Punched-card accounting for any business 


Manufactured exclusively by The McBee Company, Athens, Ohio * Division of Royal McBee Corporation 


Offices in principal cities * In Canada: The McBee Company, Ltd., 179 Bartley Drive, Toronto 16, Ontario 
(Circle 826 for more information) 





thetic liquid detergent, apparently be 
cause ol the resistance of consumers to 
products requiring care in making 
dilute solutions. The product was 
finally withdrawn from the market. 
Companies thoroughly informed on 
the characteristics of the market have 
found that they can avoid serious 
trouble in their efforts to achieve ex- 
pansion or diversification or, at least, 


recognize the calculated risks. 


QUESTION 5: What are the char- 
acteristics of the 
competition? 


In considering an expansion or diversi 
fication move, a company is frequently 
treading on unfamiliar ground. Thus, 
the rubber companies who entered the 
mattress field with foamed rubber mat 
tresses found that they had entered a 
field radically different from the tire 
field. They found unfamiliar practices 
in regard to pricing and merchandis- 
ing, quite different from what they 
were accustomed to, and which re 
quired a considerable reorientation in 
their thinking. A company considering 
entering the gelatine field found that it 
was very significant to know that many 
of the big gelatine processors are as- 
sociated, corporately, with producers. 

The importance of knowing the 
characteristics of the competition a 
company would encounter if it entered 
a new field should not be underesti 
mated. It may be of considerable 
significance if only a small investment 
in plant is needed to enter a particulat 
field because one might expect then 
that the competition might be op- 
portunistic in character and impart a 
certain instability to the field. It might 
be found, as for example in the wood 
case pencil industry, that fringe produc- 
ers may have a strong impact on the 
market and general price level. 

It may be considered elementary to 
say, “Know your competition.” Yet it 
must be reiterated that a company con- 
sidering an action of expansion o1 
diversification, particularly into a new 
field, should know in advance the com 
petition it will face. 


Need for exact and expert research 


Interest in product line expansion 01 


methods 





diversification is at a high level today. 
Phe directions in’ which. companies 
may go will vary, of course, depending 
on many factors. Yet one common de 
nominator is that all are motivated by 
the desire to broaden the company’s 
sales base, open new markets, improve 
the profit return, and provide the com- 
pany with an economic hedge. Consid- 
erations of homogeneity of raw mate- 
rials and/or channels of distribution 
may be important to some companies. 
Financial and engineering appraisals 
are essential to sound management de- 
cisions. But a company should not be 
preoccupied with these considerations 
to the extent that it may be blind to 
the need for a thoroughly objective ap- 
praisal of the market and market re- 
quirements for the new product line 
under consideration. In the last analysis, 
a company’s success or failure in 
achieving its objectives will be deter- 
mined by how successful it has been 
in directing its expansion or diversifica- 
tion foray into a market which permits 


realization of the firm’s objectives. 


Many are called—few are chosen 


One has but to read the papers and 
periodicals reporting corporate activ- 
ities to find illustrations of companies 
reversing their previous actions on ex- 
pansion or diversification. There is the 
report of the rug company which pur- 
chased and then later sold its interest 
in a hard floor covering manufacturer. 
There is the paper company which has 
liquidated its interests in three chemi- 
cal companies in the last five years. As 
has already been mentioned above, 
there was the leading petroleum 
marketer who dropped out of the 
household specialties field after several 
vears of expensive sales promotion and 
advertising effort, and the chemical 
company which discontinued its con- 
centrated liquid synthetic detergent. 
These are just a few illustrations that 
come to mind. Changes of corporate 
plans and liquidations of interests may 
be expensive. Perhaps the findings of 
some well planned and executed 
market research along fundamental 
lines, coupled with a basic apprecia- 
tion of a company’s characteristics and 


objectives, would provide managements 


with a new perspective in their expan 


sion and diversification activities. m/m 
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... 0 new chair with a 


: bigger, higher back 
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If you’re a man who likes a gener- 
ous-sized backrest to support you 
in solid comfort through the day, 
this new Sturgis 1400-G chairis your 
dish. That backrest, sir, is a cool 
16% x13 inches of cushioned com- 
fort. Put your back into it, swivel, 
tilt—and learn what relaxing is! 
Wonderfully buoyant full cush- 
ioned coil spring seat too. And un- 
der it all is the famous fiber glass 
base that never gets unsightly, never 
needs to be refinished. How about 
asking your Sturgis dealer for a 
demonstration of this surprisingly 
moderately priced chair? 
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POSTURE CHAIRS 


Manufactured in Sturgis, Mich. and Charleston, S. C. 
The Sturgis Posture Chair Company, Sturgis, Michigan 
THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 E. Erie St., Chicago 11, Illinois 


We'd like a copy of your illustrated 
folder describing this and other chairs. 





i Name 





Firm Name 





Address 





' City. State 
(Circle 842 for more information) 











CE Many businessmen 
shrug off insurance as the same “blind 
article” type of purchase as, say, dental 
work, and do not realize that effective 
yardsticks do exist for judging both 
their coverage and their advisors. 

You don’t have to be an expert to 
pose some knowledgeable questions. 
The proper answers not only spell bet- 
ter insurance coverage, but measure 
the quality of your man. If your ad- 
visor has never suggested any of these 
procedures, you might ask him if they 
won't help you. 


ohn ESTABLISH AN ANNUAL "INSUR- 
ANCE ANNIVERSARY." 


Set a date (January I, or some fiscal 
date) on which all of your insurance 
policies expire. If the premium burden 
is too heavy to be handled on one date, 
you can set up two, or even three, in- 
surance anniversaries each year—one 
for casualty, one for fire, and another 
for inland marine coverage. 

The insurance anniversary tends to 
prevent outdated, inadequate policies 
from lingering on in your portfolio 
due to sheer inattention. If you must 
make a large expenditure on one day 
—and you will know well in advance 
when it will be—you are far more 
likely to re-evaluate each policy. 

Take the case of ABX Mfg. Co. ‘They 
had just done an elaborate new deco- 
rating job in the showroom, transferred 
part of their assembly operation from 
one plant to another (raising the lat- 
ter’s inventory), and closed down a 
small warehouse in an area where they 
had switched from direct distribution 
to a dealership. 

Each of these actions was a detail in 
a bigger program. No one thought to 


How to get 


by Michael H. Levy, President 
The Federated Brokerage Group, New York 


revise the insurance policies to accom 
modate these changes. Thus, ABX was 
still paying for coverage on the non- 
existent warehouse, and had_ inade 
quate protection for both the show- 
room and the swollen inventory now 


found at the plant. 


> KEEP ALL POLICIES IN ONE PLACE, 
THE DIRECT RESPONSIBILITY OF 
ONE INDIVIDUAL. 


One individual should see that poli- 
cies are properly maintained, and that 
the insurance advisor is informed im- 
mediately of inventory, operating, and 
corporate changes, additional locations 
or equipment, etc. 


‘= INSIST THAT ALL POLICIES EXPIRE 
ON THE FIRST OF THE MONTH. 


Regardless of when the policy is or- 
dered, it is decidedly to your advan- 
tage to have it issued to expire on the 
first of the month, as an added way to 
focus attention on the policies involved. 


HAVE EXISTING POLICIES’ EN- 
DORSED WHEN INCREASING FIRE 
OR OTHER DAMAGE INSURANCE. 


Endorsing existing policies, rathei 
than accumulating additional policies, 
not only eliminates the usual clutter 
of policies, but makes for less book- 
keeping and fewer headaches for the 
insured. Take this case: 

On January I, a company started 
with $50,000 fire 
premium of $500 a year. On April 1, 
it increased $50,000 to total $100,000. 
The insured had two alternatives: the 
first, to take out another 12-month pol 
icy and pay two $500 premiums; the 


insurance with a 


other, to endorse the existing policy, 
increasing it to $100,000 for an addi- 


tional premium of 5375. On July 1, the 
company needs an additional $50,000. 
\gain there are two alternatives: an 
other one-year policy and a $500 pre 
mium; or endorsement and a $250 pre- 
mium. Either way, the company has 
$150,000 of fire insurance. 

On October 1, 
reduced by $75,000. If the company 


the insurance can be 


had been using the endorsement tech 
nique, only one policy is affected, and 
it simply is a matter of getting a pro 
rata cancellation. On the other hand, 
if there were three policies involved, 
each with a different company, all 
three would have to be reduced by 
50%, or one policy cancelled (with a 
short-rate penalty) and another reduced 
by $25,000. 

In brief, by endorsing its fire insur- 
ance policy to meet changing needs 
during the year, the company is not 
only advancing less cash for premiums 
than it would with new policies, but it 
is preventing the possibility of having 
unnecessary insurance carry over into 


the following year. 


BUY “REPORTING FORM" INSUR- 
ANCE FOR BUSINESSES WITH FLUC- 
TUATING INVENTORIES. 


A “Reporting Form” policy follows a 
company’s actual inventory needs based 
on monthly inventory reports. It pro- 
vides all of the protection necessary at 
all times, yet the insured pays only for 
the exact amount of inventory cover: 
age required at any given time. 


GET THE BEST "TERM" ARRANGE- 
MENT FOR YOUR NEEDS. 


The phrase “term insurance” applies 
to policies written for a period in e@x- 


cess of one year. Two-year policies are 
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written for 175°, of the annual pre- 
mium; three-year policies are written 
for 250°, of the annual premium; 
four-year policies are written — for 
325°, of the annual premium; five- 
year policies are written for 400°) of 
the annual premium. Thus, a two-year 
policy saves 25°, of the annual pre- 
mium; a three-year policy saves 50%; 
a four-year policy saves 75°, — and, 
with a five-year policy, you can save one 
complete annual premium. 

It will take some figuring to dete 
mine which is best for your company. 
If you borrow money, you might con- 
sider with your accountant the savings 
effected with term insurance as com- 
pared with the value of your money at 
the bank. Some companies buy three, 
four, or five-year term policies and fi- 
nance the premiums through then 
banks. And in some states, you can buy 
term on an installment plan, paying 
a small interest charge. 


INVESTIGATE THE “BUDGET PLAN." 


Phe budget plan ofters two advan- 
tages: the discount inherent in term 
insurance, plus the convenience of pay- 
ing premiums annually. The following 
is how it works: 

A small manufacturer carries $30,000 
of fire insurance, which he buys in three 
policies. One, for $10,000, is purchased 
for one year. At the end of the year it 
is renewed by a three-year policy. A 
second policy for $10,000 is purchased 
for a term of two years. At the end of 
that period, it is renewed by a three- 
year contract. A third, a three-year pol- 
icy, is purchased at the same time for 
$10,000. It, in turn, is renewed by a 
three-year policy. 

Thus, every year, the expiring policy 
is being renewed by a $10,000 three- 
year contract. The budget plan pro- 
vides that the one-year policy be writ- 
ten at a premium equal to one-third of 
the three-year policy. The two-year pol- 
icy can be written for two-thirds of the 
three-year policy. Under this plan, you 
lose none of the discount of term in- 
surance, and gain a good deal of con- 


venience in paying premiums. 


KEEP BODILY INJURY PUBLIC LIA- 
BILITY LIMITS VERY HIGH. 


There is nothing excessive about a 
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Olivetti Printing Calculator ‘Klectrosumn 


Fastest. To your right is the Olivetti 
“Electrosumma Duplex” Adding 
Machine, the fastest desk model 
adding-listing machine made. It not 
only cycles fastest, and has high 
speed rotary printing, it also has two 
registers. Each register can operate 
independently or in combination with 
the other. One register can be (sub-) 
totaled, and the resulting figure si- 
multaneously transferred to the other 
register, eliminating re-entries (for 
greater accuracy and still greater 
speed), permitting grand totals to 
accumulate. The 10-key keyboard, 
and double and triple zero keys, con- 
tribute to speed in making entries. 
Adds, subtracts with automatic 
credit balance, semi-automatically 
multiplies and divides. Capacity 
99,999,999,999.99. Other business- 
arithmetic machines by Olivetti are 
shown above, including the Olivetti 
Printing Calculator—so far ahead of 
its time that today, after 7 years of 
commercial production and use, it is 
still the only fully automatic print- 
ing calculator on the market. Why 
not find out more about work-saving 
Olivetti machines? Use the coupon. 


(Circle 866 for more information) 














Olivetti Corporation of America 
Dept. EG, 580 Fifth Avenue 

New York 36, New York 
Gentlemen: I’d like to know more 
about these Olivetti machines: Duplex 
Adding Machine (_ ), Printing Cal- 
culator ( ), Automatic Carriage 
Printing Calculator ( ), Adding Ma- 
chine ( ). Without obligating me in 
any way, please let me have this in- 
formation as soon as possible. 


NAME 
TITLE 
COMPANY 
STREET 


CITY STATE 
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$100 /300,000 
limit for the average person or busi 
ness, nor is the $200/500,000,  o1 
$250/1,000,000 range out of order for 


bodily injury liability 


a prosperous enterprise or individual. 
These days, judgments tend to be on 
the “astronomical” side. It takes high 


limits to achieve adequate protection. 


KEEP PROPERTY DAMAGE LIABILITY 
COVERAGE LIMITS HIGH. 


For motor vehicles, the old $5,000 


standard limit is completely inade 
quate, There are so many possibilities 
for incurring heavy property damage 
that no vehicle should be on the road 
today without at least $25,000 of pro- 
tection, Consider what would happen 
if you were responsible for a multiple 
car smashup, or if you demolished one 
of the big trailer trucks or buses which 
never seem to cost less than $25,000, 
or if you snapped off a hydrant and 


damaged several homes. 








maximum efficiency. 


NOW! A CHOICE OF 3 NETWORK 
SYSTEMS TO FIT ANY OFFICE! 


we 





Lowest Cost Network 
Dictation for Lighter 
Less Frequent 
Dictation 


Network Dictation for 
Offices With Heavy 
Dictation Loads 


NEWEST DEVELOPMENT 


Network Dictation 
Associated With 
Your Telephone 
See Your Phone 
Company. 





“Maguetic Set 
THE REALLY COMPLETE 
DICTATION SYSTEM 


EXCLUSIVE DESIGN COMBINES 
ALL 10 MOST-WANTED FEATURES 


Only Peirce Magnetic Belt Dictation combines every feature 
essential to modern dictation ease, speed, accuracy, efficiency. 
Precision Engineering* assures you of Minimum Service, 
Full 15 Minute Recording gives you 
90% more dictation time. Transcriber Speed-Control for 
selective dictation flow. Absolute Interchangeability of Re- 
usable Magnetic Belt assures utmost flexibility and economy. 


Years Ahead Styling with low, graceful lines. Combines Both 
Dictating-Transcribing, Error-Free Dictation, too, for instant 
correction, Write today for a 2 Week Free Trial, and prove it 
yourself, in your own office, under your own conditions. See 
why modern businessmen today use Pierce Magnetic Belt— 
the most modern dictation machine. 


*Ask your own engineering department to 
analyze the outstanding engineering in Peirce 
Magnetic Belt Dictation. 


Dealers and Service in All Principal Cities. 





PEIRCE 


CLIP THIS TO YOUR LETTERHEAD 


Mail today for complete ‘Magnetic Belt" 


information, name of nearest dealer. 


dictation 
systems 


PERC: 


5900 Northwest Highway Chicago 31 





(Circle 843 for more information) 
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APPEND "OCCURRENCE ENDORSE- 
MENT" TO ALL GENERAL OR COM- 
PREHENSIVE LIABILITY POLICIES. 


Occurrence endorsement changes the 
policy from an “accidental means” con 
tract to one which covers all occur 
rences. The standard  ‘“‘accidental 
means” limits the policy to protection 
against accidents only. An occurrence is 
anything that happens, and covers al 


most every possible contingen¢ V. 


GET A ''THEFT'' INSURANCE 
POLICY INSTEAD OF AN OPEN- 
STOCK BURGLARY POLICY. 


Open-stock burglary insurance _ is 


quite limited; theft is much broader. 


INVESTIGATE A "DDD" POLICY IF 
a YOU ALREADY CARRY A FIDELITY 
BOND AND THEFT INSURANCE. 


Phe Dishonesty, Disappearance, De 
struction, o1 com prehenst e crime pol 
icv, as it is also called, is an all-in-one 
deal. If you are carrying a fidelity bond 
(honesty insurance on employees) and 
holdup or theft, the broader “DDD” 
is more practical. 


BUY FIRE INSURANCE ON MACHIN- 
4. ERY OR BUILDINGS ON A "RE- 

PLACEMENT" RATHER THAN ON 

AN "INSURABLE VALUE" BASIS. 


“Insurable value” means replacing 
with equipment of like, kind, and qual- 
ity—then applying depreciation factors 
which can reduce a claim very substan- 
tially. Insuring on a replacement basis 
is just that. 


BUY ALL OF YOUR INSURANCE 
FROM ONE BROKER OR AGENT. 


There might be dozens of social, 


business, or political reasons for doling 
out policies to many brokers, but the 
practice can prove costly and danger- 
ous, When disaster strikes, you should 
have one good man in your cornet 
with adequate incentive to go “all out” 
for you. A small army of insurance ad- 
visors with only a part-time interest in 
your account will not be of much help 
at such a time. Think of the ultimate 
catastrophe—a total burnout of yout 
business—and then choose a_ brokei 
who you would want to represent youl 


interest at that time! m/m 














SPEED 
OFFICE —> 
MAIL 


— cut 
labor 
costs! 


Write for 
the new 





MAIL ROOM and COLLATING 


CATALOG 





CORBIN Mail Room and Collating Equip- 
ment reduces work motions, ends con- 
gestion, handles larger quantities of 
mail in less time. Used in the majority 
of U. S. Post Offices, and in leading 
firms, universities and institutions. It’s 
the answer to your need for fast, effi- 
cient mail handling! 


Size and capacity to 
meet your requirements 


NOW! 


. CORBIN Wood Products Division, "" 
(Dept. MA) | 
| The American Hardware Corporation | 
| Hornell, N. Y. l 
| Send illustrated literature and prices on l 
Corbin Mail Room and Collating Equip- 
| ment and related products. | 
: MNES ihsctoes sta isenceevas pcatyesekt bnccuatenanias : 
l FIRM _.... Pe EPC eee ea 
1 CO¥....... ZONE ....... | 
Re eee | 
Re. eee ee 


(Circle 869 for more information) 
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Chart room 


DOUBLES AS CONFERENCE ROOM 


How big do we have to be 


in order to use electronics? 


How can we find out 


whether electronics fit our business? 






A book that 
will answer your 
questions about 


Electronics 
for the 
office 


Who should be on the staff 


of an electronics investigating team? 





Do punch card personnel make 
CME Because of its wide- good electronics men? 

spread and extremely diversified opera- 
tion, as well as its continual and rapid Must we centralize operations 


expansion, Beneficial Management to use electronic equipment? 
Corporation of Newark, New Jersey, 


designed a chart room to enable its Wh ; 
management to keep a constant finger a low-cost electronic 
on the activities of their enormous machines are available? 


operation. This subsidiary handles the 


administrative work for most of the Which Srms in our industry 


852 ofhces of the Beneficial Loan Sys- | , ‘ 
=e ae have electronic installations in use? 
tem, one of the largest organizations 


in the small loan field, with offices 
throughout the U.S. and Canada. 
Through the use of this chart room, 
all phases of internal operations are 
charted monthly, geographically, and 








on a departmental basis, and together 
with charts of general business indices, 


LaTE Last Octoser, the Systems AVAILABLE IN BOOK FORM 


are reviewed at least once a month at 





executive staff meetings. Policy deci- and Procedures Association of The entire Proceedings were transcribed and are now 
sions are then shaped accordingly. America held a three-day manage- being published as a deluxe, hard-bound book called 
A complete wall is covered . with ment conference. This was 80 napet WORKSHOP FOR MANAGEMENT. It’s a big book 
swinging double-faced display panels, ing of “long hairs. Although the — beautifully designed and printed on fine paper. The 
aoe a ee ail i Tw speakers and seminar leaders formed text and illustrations run approximately 400 pages. 
each one holding two charts. Two Pe aga : imnited iw ol : ‘labl $19.00 
adjacent panels are always open flat, atte: of the best ite vies are A limite _— sles ee ae aerg ny ad ‘ 
: " ment experts ever convened, their each. The book is offered with a “look first” guarantee. 
and they all fold compactly when not approach was completely “practical.” For example, You will be billed only after you have received your 
in use. Charts are easily removed from this was the agenda for the electronics section of the copy and are satisfied with its contents. To be assured 


the cases for changes and additions. program: of a copy, order today. 


Each panel, as well, is removable, and 














; 7 § Electronic Accounting Machine Developments Re oa 
can be used for other purposes. : | MANAGEMENT MAGAZINES, INC., 
, on ae oA § Approach to the Automatic Office 1 Room 103, 141 East 44th St., New York 17, N. Y. 1 
So modern and versatile is the de- ; for th ic Off | i 
sigue Gk aide sheet wand dake te aaa § Preparing Students for the Automatic ce j Please send me WORKSHOP FOR MANAGEMENT. | will remit $19.00 
Q S ‘ “( ‘ serves, P ° ithin five e i O Bi 
‘ 5 Rs + Planning for the Automatic Office | within re days or return the book. pov [ ae — { | 
in addition, as a conference-meeting- i : = | (You may use the postpaid Order Card bound in this issue | 
li ' hibj » Preparing for Electronic Data-Processing | 
CQISCUSSION-eXNAILDIt room. N SS. Ee side 
ga § Applying Electronics to an Inventory Problem Pee: ! 
For more information on these dis- S ‘ Orientati in Elect ‘ | Title : ae oe 
eminar: Orientation in Electronics 
play panels, circle number 891 on the » : patil : nn Bee eT EW PTET Ye ; 
> eee § Seminar: Initiating an Electronics Program 
Reader Service Card. 4 x f | Street as aa! ! 
§ Seminar: Using Present Electronic Equipment 7 : ; 
z . . ity and State sivuaeiadiinisaeibit-ienbaamiaateaiimmaaiaia vy etd 
§ Seminar: Inventory Mechanization en ee AEN PE SAE Ss: 
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MAIL BAGS 
PROTECT 


Mail begs control and safeguard receipt and delivery of 
mail. Used by important firms everywhere. Last for years 


Size Canvas and Leather All Leather 
14°x18 No. M112 $18.00 No. M551 $25.00 
16°x20 No. M113 20.00 No. M552 28.00 
18°x24 No. M114 22.50 No. M553 32.00 
20°230 No. M115 27.50 No. M554 39.00 
if uncertain about size, order two—return one. 


osts! 


c 
cut MAIL HANDLING 


om 
Cabal se ear ooe 
mat 


we 
eosily moved on rac 


M400 Rack...$ 7.50 
With Wheels.. 10.00 


M300 Heavy Canvas 
Bag 24” x 40°— 
Stencilled With Your 
Nome ..... 6.00 

if your dealer cannot 

supply you, order direct 


on trial. Satislaction 
guaranteed! 


CAN: PRO CORPORATION 


(Circle 806 for more information) 














TRANSFER RECORDS 
THIS EASY WAY 
AND HAVE... 
ECONOMY, 
SYSTEM, 
SAFETY! 


Ss 


STORAGE BOXES 


Protect your inactive business records 

with proper storage. LIBERTY STORAGE 

BOXES are constructed of highest test 

corrugated fibre-board. Dust-proof, spill-proof 
protection. Liberty’s storage system assures /ast- 
finding of any record. Try LIBERTY BOXES for 
quality and low cost. 25 stock sizes. 


Sold by leading stationers. 
Send today for FREE catalog picturing 


and describing economical record storage 
products for every business. 


(Circle 848 for more information) 
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AFTER your product is sold 
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illustrated product 
directions used by a 
door-check manu- 
facturer. 


SERVICE AND PRODUCT 
IMPROVEMENT 
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Once you've made the sale, 


are you able to hold the customer? 


me oo often, companies 
will allot huge expenditures for ad- 
vertising and sales efforts and neglect 
insuring that each sale also makes a 
satisfied and continuing customer. The 
two major shortcomings on the part of 
manufacturers lie in the preparation 
of direction manuals for correct use of 
the product and on the policy of re 
pairs and replacements for defective o1 
damaged merchandise. 

In the case of directions for use, 
probably nothing loses customer good- 
will faster than inadequate, over-tech 
nical, and unillustrated instructions, 
printed in miniscule type. One frus 
trating experience is usually enough to 
make a customer swear he will neve) 
use the firm’s products again. 

Directions may be in the form of a 


sheet, a folder, or a complete booklet 
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or manual, depending upon the com 
plexity of the product and its opera 
ction and uses. However, there are set 
rules which will guide you in the prep- 
aration of material regardless of the 
extent of the instructions. First of all, 
if a product is packed in outer cartons 
and should be removed in a certain 
manner, bold instructions should be 
printed on the outside of the carton so 
that no damage can be done while un- 
packing. The instruction sheet or 
booklet itself should be placed so that 
it is necessary for the person unpack- 
ing to see the booklet before he can 
do anything that might lead to misuse 
or damage of the equipment. Simple, 
explicit language should be used with 
as many good, clear, large diagrams as 
necessary. The physical format should 


be set in a logical pattern and should 


EXTREME LEFT: This illustrated ques- 
tionnaire is used by a lock manufacturer 
to determine customer satisfaction and 
customer preference for their products. 
LEFT AND BELOW: These three cards are 
used by an appliance manufacturer to 
keep customers informed about progress 
of repairs and to follow up to see that 

the repairs and service were satisfactory. 
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methods 


include not operating instruc- 


tions, but servicing and repair infor- 


only 


mation. The following format can be 
used as a guide in the development 
and the coverage of your own booklet: 


1. Item description: this section should 
include both a verbal description and 
a photograph or diagram. The model 
number, serial number, and technical 
data is also pertinent. 


2. Operation and/or installation: here, 


particularly, step-by-step* illustrated 
instructions are most desirable. The 
identification and location of all con- 
trols, as well as preliminary steps for 
checks prior to operation, should be 
detailed. What not to do is an impor- 
tant consideration and_ should’ be 
pointed out quite boldly. The limita- 
tions of machines, equipment, fabrics, 
etc., should be stated, rather than let- 


ting the customer find out for himself. 


3. Preventive maintenance: it should 
be clearly shown in the case of mechan- 
ical equipment where and how often 
lubrication is necessary. Precautionary 
measures of any sort which will insure 
longer life and better use of the prod- 
uct are important to the customer. 


#. Service and repairs: in the case of 
mechanical equipment, the scope of re- 
pairs that can be done by the user 
should be defined. This may include 
minor replacements, adjustments for 
special applications or operations, and 
even minor overhauls if it is a simple 
device. After the limits have been de- 
fined, an accurate listing of tools need- 
ed should be followed by step-by-step 
instructions for taking apart, repairing, 
and replacing. 


». Parts replacement: an exploded view 
of the product, with each piece num- 
bered, should be the basis of a parts 
listing. This should be followed by 
complete descriptions and identifying 
numbers, as well as a comment as to 
whether the user can undertake to re- 
whether the 


place certain parts, or 


company itself should make the repair. 


6. Customer relations: the scope of the 


manufacturer’s warranty should be 
outlined, with a complete listing of all 
authorized repair stations, as well as 
defective 


instructions for returning 


and/or damaged merchandise. 
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Offer "something extra" 


Many companies have decided that 
it is definitely to their advantage to 
make their instruction booklets useful 
in other manners than in the actual 
care and operation of its product. 
They have found that a “how-to-do-it” 
booklet, combined with their own in- 
struction manual, gives the customer 
something he can keep and constantly 
refer to, thus keeping the company 
name and the company’s products al- 
ways in view by the customer. 

A major laundry starch manufactur- 
er puts out a complete booklet on 
laundering tips which includes useful 
information concerning washing, iron- 
ing, and easy hints on care of all types 
of materials. 

The Capewell Manufacturing Com- 
pany, which manufactures hacksaw 
blades, puts out a very complete “how- 
to-use-it” booklet, the vast part of 
which pertains to useful educational 
material, rather than directly to their 
own hacksaw blades. In addition, their 
engineering department maintains a 
service of free advice on any technical 
problem relating to saws. 

Most business furniture and business 
equipment manufacturers offer general 
information for office planning, layout, 
and better utilization of equipment. 
Their “pitch” is not specifically de- 
signed at promoting their own prod- 
uct, but rather in promoting a general 
information service for their field. 

The tool and metal supplies indus- 
tries have been providing “how-to-do- 
it’”’ manuals for quite some time, and 
have succeeded in promoting not only 
their products, but also the products 
of allied manufacturers. 


When repairs are needed 

The Cory Corporation, manufactur- 
ers of electrical appliances and air con- 
ditioning equipment, has a very com- 
plete follow-up system for their cus- 
tomer relations program. ‘Three postal 
cards are used as the basis of their sys 
tem. When a customer returns a Cory 
product to their service division for 
any type of repair, he receives the 
“Joe” card which shows “Joe” with a 
red face. This card is mailed out im- 
mediately upon receipt of the item. It 
informs the customer that his repair 
is being promptly attended to. When 
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Record Keeping 
Papers 
and Index Cards 


“Make your records and 
keep your records easily” 


SAYS KING COTTON 


The paper used in keeping records in your 
business is the least expensive part of the 
job. Yet having the right paper can mate- 
rially increase accuracy and save hours of 
clerical costs. The 24-page free booklet illus- 
trated above may help you these ways: 


1. Decide how long your records and doc- 
uments should be kept. 


2. Set up a records control system. 


3. Find out what grade or quality of 
paper is required for the use you give 
it. 


4. Buy record-keeping paper and card 
stock most economically. 


5. Use “color control” to increase accu- 
racy in keeping your records. 


Sending for this free booklet now may save 
your organization hundreds of hours of cler- 
ical time. Simply complete the coupon — no 
cost or obligation. 











PARSONS MECHANO FORM 


Ledger and Index-Bristol — 
Made with NEW Cotton Fibers 


One of America’s most widely-used 
record-keeping papers, Mechano 
Form Ledger, is made in white and 
six colors, 13 sizes and four weights. 
Mechano Form Index-Bristol is in 
white and seven colors, five sizes and 
four weights. The colors in paper and 
card match for “color control” —a 
big time-saver for various types or 
classes of records or copies. In eco- 
nomical Mechano Form you can get 
paper or card as tough or stiff as you 
need it, and practically any shape or 
size without waste. It’s en to 
match the needs of both machine and 
hand bookkeeping. Mechano Form 
will not “dog-ear” at corners, dis- 
color or roughen from erasure, and 
ink will not “run” on its fibers. Ask 
your printer or paper merchant. 








PARSONS PAPER 


COMPANY 
More than 100 Years at Holyoke, Massachusetts 


© PPC 1955 
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Name 


Organization 
or Company dunksecithkevest 


Street 


City 
OR Is ovis cise s cbtnc dive ctnrnnavnsssicenedesianandipaalanty 


Parsons PAPER Company, Dept. 31, HOLYOKE, Mass. 


Please mail me, without cost or obligation, your booklet, “How to Get 
What You Need in Record Keeping Papers and Index Cards.” 


(Please Print) 


State 
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Yes, Precision-made Accounting Machine Forms are an important 
team mate to your precision made Accounting Machines. 

To obtain maximum accounting efficiency you must use 

quality forms . . . forms that are carefully produced to fulfill 
your individual requirements, forms that register perfectly, 
and forms that are printed on the proper paper stock 

to withstand handling and yet give perfectly legible copies. 


Team-up Reynolds & Reynolds Precision-made Accounting 
Machine Forms with your Accounting Machine for 
greatest accounting efficiency. 


WRITE TODAY FOR COMPLETE INFORMATION! 


THE REYNOLDS & REYNOLDS COMPANY 


BUSINESS FORMS SINCE 1866 
PLANTS: DAYTON, CELINA, OHIO; DALLAS, TEXAS; LOS ANGELES, CALIF. 


OFRPtices iN MOST reenwetera st crrres 
(Circle 835 for more information) 





the service on that product has been 
completed and the item is returned to 
the customer, a second “Joe” card is 
enclosed with the item. Each month, 
the various accredited service divisions 
around the country forward reports to 
the service manager. Included, is an 
in-warranty report on products which 
each service station repaired while the 
warranty was still in effect. Since Cory 
wants to be sure that service stations 
provide prompt and efficient service to 
its customers, they periodically select 
a representative group of names from 
these warranty reports. Each of these 
persons is then sent a “Max” card. 
Thus, the service department can pret- 
ty well gauge the quality of service 
which each station is giving by merely 
checking the “Max” card replies. 


A contrast in methods 


Contrast the Cory follow-up system 
with the rather dubious policy of an- 
other larger appliance manufacturer. 
This company maintains no_replace- 
ment or repair facility that is com- 
pany-controlled. In New York City, for 
example, they utilized the facilities of 
a company that is set up to handle re- 
pair and replacement parts for several 
hundred manufacturers. Their prices 
are extremely high, their service per- 
sonnel are indifferent since they enjoy 
a monopoly situation, and they are lo- 
cated in the case of New York City in 
a highly inaccessible spot. The cus- 
tomer, already irate, is obliged to de- 
liver his appliance (if it is portable) 
for repair, or must present himself 
personally in order to purchase a re- 
placement part. 


Is the customer happy? 


Sargent and Company, lock makers, 
pack a graphic questionnaire with a 
postage-paid, self-addressed envelope 
with each of their products. All that 
is required of the customer is to make 
a series of check marks in the spaces 
provided. This information guides the 
manufacturer in the development of 
better designed and more easily in- 
stalled products. It is an inexpensive 
method of showing the customer that 
they care, as well as helping the com- 
pany in providing a better used and 
better appreciated product. m/m 
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et) any decentralized 


operation, many proviems are encoun- 


tered by the home office accounting de 
partment. Management, in its desire to 
have the right data at the pertinent 
time, usually exerts tremendous pres- 
sure for speed. Westinghouse Electrit 
Corporation is an extreme example of 
this problem in action. The company 
has over 40 plants feeding information 
to its general accounting offices in Pitts- 
burgh. Similar data keeps flowing in 
from their district warehouses. 

Until recently, 175 people were re- 
quired in one Headquarters Account- 
ing Section to handle a number of re- 
lated accounting functions, among 
them being the Accounts Receivable- 
Sales Record procedure which is one of 
the major operations. Today, thanks to 
a “production line” technique, com- 


bined with new methods and_ pro- 
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cedures, 135 people handle an increas- 
ing volume, and have reduced by one 


day the time cycle of processing. 


The Westinghouse system 


Each of the plants and district ware- 
houses invoice each day for the ship- 
ments they make to their thousands of 
customers. Copies of the customers’ in- 
voices are sent to the Headquarters Ac- 
counting Sections, Pittsburgh, where 
most of the customers’ accounts are 
kept using tabulating equipment. 

To crystalize the magnitude of the 
problem, the yearly sales volume of 
over 114 billion dollars is made up by 
over 1,500,000 separate invoices, to ove 
18,000 customers, who enter purchase 
orders from 35,000 different locations. 

The Westinghouse districts and 


plants follow a uniform invoicing pro 


New mechanized file equipment eliminates 


time lag in centralized accounts processing 


An assembly line 


approach 


to accounting operations 


cedure using invoices size 814” x 734”. 
The invoice copies from each shipping 
point are forwarded to Pittsburgh in 
assembled batches that are provided 
with a face sheet which shows a listing 
of the invoices forwarded, the total 
sales for that entire group of invoices, 
and the cumulative sales for the district 
or plant for the month to date. 

On arrival at Pittsburgh, each of 
these batches is assembled and assigned 
a “lot number’ for processing and 
proof purposes. Generally, each lot 
averages 40 invoices for each shipping 
point. The face sheets are removed, and 
then a clerk sorts the invoices with the 
same lot number to exact alphabetical 
order by the purchaser’s name. 

After this fine sorting, the invoices 
are placed in alphabetically lettered, 
pigeon-holed racks, where they are held 
until ready for further processing by 








3th 


Annual 


SEMINAR 
and BUSINESS 


tv 
February 28-March ({-3 


AT THE 


CONRAD HILTON HOTEL 
CHICAGO 





Automation - Techniques 
¢ Organization 
Management 


A timely, informative seminar for every office 
manager, plus a spectacular display of the 
newest equipment and methods. 


Sponsored By The 


OFFICE MANAGEMENT 
ASSOCIATION OF CHICAGO 


105 W, Madison St., Illinois 


In conjunction with Northwestern University 
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Your plant’s losing 
on 4 workers 


out of 10! wee 








Don’t let the patch fool you. 
This operator is not one-eyed. 
But as far as efficiency on the 
job goes, he might as well be! 
The fact is that 42% of U.S. 
industrial workers are visually 
unqualified for their tasks. If 
your plant is typical, 4 out of 
10 are costing you hard cash 
because these “visually unqual- 
ified” are mainly responsible 
for accidents, waste, work re- 
jects—for high labor turnover, 


training time and make-up pay. 


Visual performance tests of 
12,000,000 men and women 
on thousands of different jobs 
prove it beyond doubt. 

But you can halt such need- 
less losses in your plant—start- 
ing right now. With the new 
improved Bausch & Lomb Or- 
tho-Rater, you can identify the 
visually unqualified people on 
your payroll. 


Let us show you how the 
Ortho-Rater will cut costs and 
increase quality and quantity of 
production in a number of spe- 
cific ways. Get the whole story. 
You'll find it well worth know- 
A. *\ ing about. 






Just mail this coupon with your busi- 
ness letterhead to get your free copy 
of EYES RIGHT FOR THE JOB. 
BAUSCH & LOMB OPTICAL CO., 
95337 Smith Street, Rochester 2, N. Y. 


(Circle B03 for more information) 
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the code clerks who perform the next 
operation. These code clerks and the 
work they do is one of the most im- 
portant phases of this procedure of ac- 
counts receivable and sales record 
processing. To understand this, it is 
necessary to understand the require 
ments of the customers and the diverse 


data requirements of Westinghouse. 


Why coding is so important 


From the customer’s point of view, 
his account payable must balance with 
Westinghouse’ = accounts —_ receivable. 
When he makes periodic payments to 
his open accounts, he automatically ex 
pects the correct amount and the cor- 
rect invoices to be credited. On the 
other hand, the Westinghouse Sales De 
partment requires volume data by 
product lines, by plants, by districts, by 
customers, and by salesmen. The Con 
troller’s department needs to know the 
day-by-day volume of receivables (in 
total as well as by customers), the 
amount of the various state and federal 
taxes that the customers have paid, as 
well as the cash in-flow. The Credit De- 
partment wants to know the status of 
delinquent customers. To obtain this 
data, it must be extracted from the 
125,000 invoices that this central ac 
counting office processes each month 
and the payments the customers make. 

To assemble this data, tabulating 
card equipment is used. For each cus- 
tomer, they have a pre-punched maste 


card or cards, the first 31 columns of 





which represent the fixed data on that 
customer, which is the same for each 
invoice to that customer. With a one 
plant and one-office customer, one pre 
punched card will suffice; but with cus 
tomers, such as U. S. Steel, which have 
many mills, warehouses, and accounting 
offices, there may be as many as 20 o1 
30 different pre-punched tabulating 
cards, each one of which represents a 
particular processing required either by 
the customer or by Westinghouse. ‘The 
exact pre-punched master card must be 
selected and matched with the copy of 
the invoice. To the copy of the tab 
card made from the — pre-punched 
master, the variable data shown on each 
invoice must also be punched in. 

A major problem has always been 
where to file, how to file, and how to 
select and return to the file the pre 
punched master tabulating card. They 
actually tried all kinds of filing meth- 
ods, but found none fast or efficient 
enough for their particular needs. Until 
recently, the most efficient method they 
had found was the portable cart, but 
no one ever knew which of the 50-odd 
carts contained the particular invoice 
they were looking for. Since two to 
three lots of invoices were in various 
stages of processing at the same time, 
the confusion tended to increase. 


New type of equipment sought 


Westinghouse decided that a loop 
type of assembly line, that would as 


semble in one organized work station 





There are four ‘‘assembly-line'’ teams, each consisting of a key punch operator and a code clerk. 
Each one can work at independent speeds, so that there is never a bottleneck. 


methods 











the materials and tools that would 
allow production planning for planned 
results, would include the advantages 
of the carts, but at the same time elimi- 
nate their objectionable features. Four 
were ordered to meet their desired 
specially designed, record flow loop files 
specifications. 

Each is 22 feet long and 37 inches 
wide, and houses 20 special aluminum 
trays, each of which rides on a special 
rolling carriage (see cut). The trays 
are designed to house index dividers 
8-15/16” x 834”. The tray is provided 
with a slotted bottom and _ control 
plates, as well as a drop-end construc- 
tion so that when fully expanded, the 
top length of the tray is increased from 
20” to 2414”. The tray sides are only 
214” high to assist in inserting and re- 
moving the invoices and tabulating 
cards. The individual rolling carriages 
on which each tray rides is a pan con- 
struction, equipped underneath with 
eight roller and caster bearings. 

Each of the four record flow loop 
files is exactly the same. In total, there 
are 80 trays housing about 18,000 spe- 
cial indexes for the 35,000 pre-punched 
master cards. 

Each index contains two horizontal 
pockets, one above the other, in which 
are housed the pre-punched master 
cards for the customer, shown by the 
index on the top left-or right-hand edge 
of the index. The card holding pockets 
are provided with a diagonal cut fon 
easy insertion and removal of the 
master card; yet, at the same time, the 
pocket holds the card flat against the 


face of the index so that it will not curl. 


Using the new equipment 


After the invoice copies are received, 
they are marked with a lot numbe1 
which is the proof or control grouping. 
Che total value shown on the face sheet 
is the total of the individual invoices 
attached to it. The individual invoices 
are then fine-alphabetical-sorted by a 
clerk, after which the sorted invoices 
are temporarily stored in an alphabeti- 
cal pigeon hole case used for pick-up 
by the code clerks. 

Each loop file is manned by a team 
consisting of two clerks: the code clerk 
and the key punch operator. The code 
clerk places the alphabetically pre- 
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The Calculator that PRINTS! 


TU 


Here, at last, is the calculator 
that combines fully automatic 
action with printed results. 

No figurework problem is too 
complex for the new Model 99 
Printing Calculator to handle 
with ease and accuracy. 

The services of this great 
machine can completely 
revitalize your statistical, 
accounting, or other figurework 
departments. Write for free 
booklet No. C669, Room 1138, 
315 Fourth Ave., New York 10. 


I TIL 


(Cirele 834 for more information) 
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IN THE NEW ACME GREYTAN 


world’s 
fastest 
visible 


Completely new . .. completely 
different . . . designed for easier, 
speedier reference and posting, 
engineered for maximum 
strength, made to precision 
specifications, finished a new 
light, warm color. ..anew high 
of efficiency and beauty in 
visible equipment. 


NEW COLOR—Greytan ... a light warm 


Stands match cabinets 
in color and design. 





Removable end panels 
provide for expansion 
and yet retain smooth 
one piece appearance. 


THE RECORDS 


THAT 


(Circle 80C for more information) 


ARE USED 


color, pleasingly harmonious with modern 
office machines and furnishings. 


NEW APPEARANCE—characterized by 


crisp, prismatic, functional lines. 


GREATER STRENGTH — maximum rigid- 


ity achieved by formation of shell and 
reinforcing members. 


GREATER CONVENIENCE — with more 


capacity, wider label holders slanted for 
improved visibility, more finger space. 


EASIER TO USE —intermembered slides 


forming partitions between trays, nylon 
rollers and rubber stops reduce friction, 
provide smooth, speedy, quiet action. 


For more information 
write for illustrated 
brochure No. 1040. 








Acme Visible Records, Inc. 
CROZET, VIRGINIA 
Representatives in all principal cities 
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sorted invoices that are assigned to hei 
into the index openings. 

When the correct index and mastei 
card is located, the code clerk turns it 
from its normal horizontal position in 
the pocket of the index to a vertical 
position in which it acts as a flag since 
it projects over the top edge of the in- 
dex. The operation is repeated for each 
invoice so that when the stuffing is com- 
plete, the vertically placed tab cards 
project above the top edge of the index, 
signalling those accounts on which 
cards are to be punched. If the card 
should fall from the vertical to hori- 
zontal position, the invoice is of such 
height that its edge shows in the open 
center space of the index top edge, 
signalling, at the same time, that a card 
is to be punched. 

When the code clerk finishes one con- 
trol group, she immediately starts on 
the next control or lot. Because the in- 
voices are processed alphabetically, it 
causes no interference with her team- 
mate, the key punch operator, since she 
knows automatically that a new _ lot 
starts where her file has its lowest 
alphabetical point—lor example, A in 
the A to C group. 

The code clerk never has to move the 
trays. The moving is done by the key 
punch operator to match her speed o1 
punching, and the code clerk has ac- 
cess to any of the trays about the loop 
except the one that is in use by the key 
punch operator. 

The key punch operator draws a tray 
to its posting position by her machine 
and drops the ends of the file so that a 
large filing “V” is formed for easy re- 
moval of the signalled invoice and tab 
card. The key punch automatically re- 
produces on a new card the fixed data 
represented by the pre-punched first 31 
columns on the master card. Then the 
variable data from the invoice is 
punched into the new card. Meanwhile, 
the operator reaches for the next in- 
voice and its tab card. As it is auto- 
matically being punched, the operator 
returns the previous card to its hori- 
zontal position. 


Verifying the cards 


The newly punched tab cards for 
each control are then sent to one of the 
four clerks with verifying equipment to 
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make certain that the variable punched 
information is correct. When a control 
lot is completed, the cards are run off 
and the invoice summary gathered from 
the cards is matched to the summary 
totals shown by the face sheets of the 
lot. If the amounts tally, they are in 
balance. On those very infrequent times 
when there is no balance, it has been 
found that the first place to look for an 
error is in the total of the face sheets 
and only infrequently is the error in 
the cards. When it is in the cards, they 
find that an invoice from one control 
has been placed in another control. 

From the tab card data, as checks are 
received, the customer account is 
credited so that the totals always repre- 
sent the outstanding balance. 


Accounts receivable, sales combined 


Originally, this whole operation was 
broken down into two sections—the ac- 
counts receivable and the sales record 
part. Now it is combined in one work 
section that processes 125,000 invoices 
a month. ‘Today, there is only one spe- 
cific place in which to look tor any 
particular invoice. 

The amount of work for the sorter, 
each code clerk, each key punch oper- 
ator, and each verifier is laid out and 
the volume and the accuracy of results 
can be measured. There is a certain 
amount of pressure in the flow of work 
from the sorter, to the code clerk, to 
the key punch operator, to the verifier, 
and to subsequent operations. If any 
one work station falls behind, it affects 
each of the others. As a result, each is 
well aware when anyone on the team 
fails to complete her portion. With the 
change to this loop file, the girls like 
their work better because it is faster, 
easier, and less fatiguing than any of 
the many other methods they have 
tried. Where before they had a total of 
20 clerks handling, sorting, coding, 
punching, and verifying, they how have 
15, a reduction of 25°% in help. More- 
over, the new work flow cut their ma- 
chine rental requirements by four 
machines for a yearly machine savings 
of at least $1,400. But even more im- 
portant was the fact that processing 
time was cut one day in each work 
month of 22 days, for a time saving of 
about 5°, with an increased flow of 


( 


work with fewer errors. m/m 


january 1955 









































‘aloes i: (ima ro. fe eet 
The plastic Dictabelt record ireproduces your 
Voice unmistakably. It ¢an be majled anywhere 
for minimum’ postage. The TIME-MASTER| mi- 
crophone | controls ‘re¢ording and) playback. 
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The Dictaphone TIME-MASTER, world’s #1 dictating machine. _, | 


Around the world... 
THE DICTAPHONE TIME-MASTER 


dictating machine helps 


busy people get more done 


In 68 lands, Dictaphone experts are ready to serve you. 
Extraordinary service is one reason for Dictaphone’s 
enthusiastic customers and world leadership. 


Wherever you are, the Dictaphone TIME-MASTER 
dictating machine and plastic Dictabelt record help 
you double your capacity to get things done. 


Find out today how you can save time and com- 
municate better with the one dictating machine known 
and used the world over. Write ME, Dictaphone 
Corporation, 420 Lexington Ave., New York 17, N. Y. 


for more information) 
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LARGEST RESORT OF ITS KIND 
IN THE WORLD! 












650 Accommodations 
each with private 
terrace. Hotel, Motel, 
Apartments and Villas. 
20 acres of resort 
pleasure from the 
Atlantic to 
Biscayne Bay. 






a 43 
Fg Ms 
For full color booklet and rates” 

See your Travel Agent or Write: 
JOHN M. DUFF, Jr. 


General Manager 
ON THE OCEAN AT 194th STREET, MIAMI BEACH 
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no more 
cold feet with 


tectro Mat 









prevent 


workers can now work 
colds 


in absolute comfort 


The new low priced ELECTRO MAT throws off 
a gentle warmth that keeps workers healthy, happy 
and comfortable. 14” x 21" portable foot warmer 
is safe and economical . . . consuming less power 
than a 75 Watt light bulb. It is made of high 
quality neoprene rubber. 


Attention Employers 


Increase the efficiency of your employees and help 
prevent colds which cause absenteeism by equip- 
ping each employee with an Electro Mat. 


RE ON A ER MRT Pe PUK EN EERE OE IN RN) PR St 
IMPORTANT SAVING: If 6 or more Electro 
Mats ordered price is only $5.95 
Please send me: (] Electro Mat at $6.95 each. 
Mail check or Enclosed is sty check () money order () 
money order today C) C.O.D. I am enclosing $1.00. Will pay 
Only postman balance of $5.95 plus C.O.D. and 
freight charges. 


$ Name 
Street (OO 
; ° City 








State 
10 Day Money Back Guarantee 
Interstate Rubber Products Corp., Dept. 120 
Dealer Inquiries Invited. 908 Avila Street, Los Angeles 12, Calif. 
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How a manufacturer 


“PAYS OFF’ 
his distributors 


SEQUEL: In the May, 1954 issue of MANAGEMENT 
METHODS, we reported on the Mitchell plan (Are your deal- 
ers afraid they'll overstock?). Now that the plan has been in 
operation for a year, this is a report on the results. 


ee iy last) year, the Mitchell 
Manufacturing Company devised a plan which 
they felt would augment and stimulate air condi- 
tioning sales in an increasingly competitive mar- 
ket. For each unit they shipped to a distributor 
or a dealer between November 1, 1953 and 
August 31, 1954, $3 was put aside in a fund, re- 
gardless of the size or the cost of the units. 

At the end of the season, this reserve fund 
was to be divided on a unit basis, determined 
by the total number of those room conditioners 
still unsold by September 15, 1954. The total 
number of unsold units would then be divided 
into the total dollar reserve of the fund. 

Each distributor or dealer was to receive a 
refund of this per-unit-amount for each air con- 
ditioner still left on his shelves. He would then 
be able to cut his selling price by the amount 
of the refund at the end of the season, and still 
get a full profit on those units sold after Septem- 
ber 15. Thus, he is able to sell at lowered cost 
without any loss to himself. 


An independent auditor reviewed the opera- 
tions of the plan and the fund and approxi- 
mately 2700 distributors and dealers have now 
received refund checks. The average amount of 
each check is $130, with the per unit average at 
$13. The company reports that despite an un- 
usually late summer, and extended periods of 
cool weather, their sales showed an increase of 
30° this season. 

They feel that their plan was a motivating 
factor in setting new sales records, in face of the 
adverse weather and the competition of an in- 
creasing number of manufacturers. The first 
year is a complete success, and they will con- 


tinue with the project for the coming year. m/m 








This “free” file-folder kit 


will show you... 


How to simplify your 
shipping paperwork 





NOTHING LIKE IT EVER BEFORE! Not a catalog of prod- 
ucts, but a file folder of systems created to streamline shipment 
addressing and marking, and simplify shipping paperwork. 


Cost-conscious firms have discovered that the key to 
efficient shipping and packaging operation is a fast, 
low-cost system for addressing and marking containers. 
That’s exactly what this File-Folder Kit is about. 


Described and illustrated are systems that make ship- 
ment addressing and product identification marking 
faster, cheaper and more accurate. You'll see how address- 
ing operations can be tied-in with the preparation of 
shipping paperwork, and how the entire chain of events 
leading to the addressing and marking of your ship- 
ments can be streamlined. And there are also product 
samples that you can try out! 

Never before has so much factual information been 
offered on this important subject—and it’s all yours 
without charge or obligation. Make sure you get your 
Weber Label and Marking Systems File-Folder Kit 
right away! 





Weber | abe and marking systems 


Division of Weber Addressing Machine Co. _ 


Mount Prospect, Illinois & 
Phone: CLearbrook 3-2405 . 








eS ae ee ee ee ee ee ee ee eee = 
\ Weber Label and Marking Systems wy | 
' 
| Dept. 9A, Mount Prospect, III. Bas l 
| 0 Please send me a Label and Marking Systems File-Folder Kit. | 
| ) Also, we would like to talk to your representative as soon as pos- | 
sible about improving our shipment addressing and marking opera- 
| tions, and simplifying our paperwork. 
) Company ee oe eae ag ee . | 
| Individual___ 2 Title | 
| Address . atid 
; SC” Ep ae ee Sane Zone____State | 
scsi es See Sess Sec: ml aun Sala cee Sl sta SONS tls Sibel Neale A tao age a Ta SE 
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‘with accurate job time records 
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- CALCULAGRAPH 


| ‘J FIGURES 
ELAPSED TIME 
+ ACCURATELY 





PRINTS DATE 

STARTING TIME 
FINISHING TIME 
TOTAL ELAPSED 
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Keep production costs in 
line with automatically 
computed, precision 
Calculagraph job time 
records. Just stamp card 
at beginning and ending 
of the operation. Calcula- 
graph prints date, starting and 
finishing time plus precision calculated elapsed 
time. One Calculagraph can record and compute 
job time data for one entire shop or department by 
handling any number of cards in any sequence. 
Accurate, printed Calculagraph records can be filed 
for future use in estimating on new orders and 
checking production efficiency. Calculagraphs are 
low in cost, practically maintenance-free and built 
for a lifetime of dependable service. 


COUPON BRINGS FULL INFORMATION 
— FILL IN AND MAIL TODAY! 


SS CALCULAGRAPH COMPANY 


Ww 4 
‘ 





SUSSEX STREET, HARRISON, NEW JERSEY 





o: 332 ¢ 
Send complete data on Calculagraph t : 
e 
TITLE_—_—_—————— \ 
NAME i 
 cgiemseattt ae 

; COMPANY——— —— 
| ee a 

A STREET_—__—_—_ aS 





CciT¥_—_—_____ 


(Circle 805 for more information) 
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The problem of 
“AUTOMATIC” RAISES 


by George Wilgus, Personnel Director 
Mutual of New York 


SESE | technique that is of great value 
in planning our salary increase programs and in 
projecting salary trends, is to determine salary sav- 
ings as people are replaced in jobs, as turnover 
occurs. It is important to know at what levels 
these replacement savings mostly occur, ‘This in- 
formation prevents an organization from building 
serious salary problems for itself in the future. 
For example: If there is no turnover above a $70 
or $75 a week employee, and increases are con- 
tinuously given year after year above that level 
without regard to productivity, it is obvious that 
problems are developing. 

In the early 1940's, organizations began to in- 
stall salary administration plans of one design or 
another to meet manpower requirements. From 
1945 to 1950, however, the trend toward the _ in- 
stallation of position evaluation and salary ad- 
ministration plans really made headway. Most 
of these are already out of date although they have 
existed only 5 or 6 years. What techniques have 
we failed to use to keep them up to date? Have 
we had a yearly audit of all positions to determine 
whether they are properly allocated? Have we 
measured each position’s worth internally and ex- 
ternally against similar jobs? Have we allowed 
some positions to be paid exorbitant rates to meet 
labor crises? Have we upgraded jobs to meet pres- 
sures within the company, without giving thought 
to the effect on the whole structure? Many other 
questions could be asked. 

[I would guess that today many of us, who have 
salary plans that provide ranges for positions, are 
seeing this creeping problem: “a_ great host of 
individuals approaching the maximum of their sal- 
ary ranges.” Already some companies have adopted 
super-ranges to reward long-service employees who 
have been at the maximum for a number of years. 
Isn’t this a make-shift method, and doesn’t it 
eventually bring about a new maximum for all 
of the salary ranges? 

All of us like to try to predict the future. Isn't 
one of the primary considerations of the next 5 
to 10 years in the field of salary administration, 
whether companies will take the easy way out and 
decide to pay a type of position one rate, for ex- 
ample: all secretaries, $65 a week; or typists, $55 
a week, etc.? This could be a blow to a Salary 
Administration Plan designed to reward produc- 
tivity and capacity. It might remove the inherent 
hope left in our kind of work, “to rise to a higher 


pay rate than that of the average person.” m/m 








COMPLETE 
POSTING = 





MAGIC KEY 
ADJUSTO 


TRAY-BINDER 


EXCLUSIVE! Compres- 
sor plates made to fit 
sheet size of no extra 
chargel 


SPEEDS PAPER HANDLING! 


SAVE 5 TO 15 MINUTES EVERY HOUR 
DURING MACHINE POSTING, 


Installations prove it! LeFebure Tray-Binders, Posting 
Stands and Bookkeeping Machine desks provide on or- 
derly arrangement — more room at less cost. Everything 
at hand... uninterrupted work. Space saved — time 
scved. Let our trained representatives help YOU— 


WRITE FOR FURTHER INFORMATION 


cbwte CORPORATION 
é CEDAR RAPIDS, IOWA 


The World’s Most Complete Line of Posting Trays, 
Tray-Binders and Stands 


i 2 


(Circle 825 for more information) 
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NEW 

Master Paper for 
Direct Copying 
Machines 


gives you the 
clearest, sharpest 


copies yet! 





I TR a 

















FAGLE-A 
TRANSLUCENT 
BOND 


ideal master paper for Bruning, 
Ozalid, Pease and other direct-print 
machines, With Eagle-A Translucent 
Bond as your original sheet, you can 
get better copying results every time. 
The improved translucency of this 
new master paper gives you cleaner, 
unclouded copies of records and forms. 


High in quality, low in cost! Made of 
selected fibers, Eagle-A Translucent 
Bond has a smooth surface excellent 
for writing, typing or printing . . . and 
strong durability. You'll want to test 
its quality, compare its low cost. Avail- 
able through Eagle-A distributors. 





‘4 By the makers of Coupon Bond 
fe | and other Eagle-A Business Papers 














Clip this coupon to your letterhead 


AMERICAN WRITING PAPER CORPORATION 
HOLYOKE, MASS., DEPT. M 


Send Free packet of Eagle-A Translucent Bond 
with printed samples and blank test sheets: 


NAME 





TITLE i 
The nae ne see oa se ck eR ok a te an wae 
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Thought Starters deal with a 


i Sam 


J CONTROL | ctheougtt GP ster 


Giant inventory control board 
tells salesmen "what's in stock" 
A huge 








inventory control board 





“practical solution to a management proble m."' 


board. The board includes weight, de. 
livery, and availability charts. 

Since its installation the company’s 
working efhciency has been increased 
by about fifty percent. Customer serv 


ice has also greatly improved. 





built in a semi-circle in the order room 
at the A. R. Purdy Co., Inc., 
their salesmen to know the “‘score” at 
all times. ‘The 


permits 
company distributes 
steel, aluminum, and magnesium 
through its warehouses in Lyndhurst, 
N. J., and Syracuse, N. Y., and most 


of the orders are placed by telephone. 


Under the old system, when an 


order was phoned in, the salesmen 
were faced with the necessity of going 
through innumerable bins of card 
drawers and statistics in order to ad- 
vise the customer how much of the 
order could be filled and about when 
it might be delivered. It was a time- 
consuming process. 

Since the gigantic board has been 
set up, a salesman can tell at a glance 
all the information he needs to know. 
Heavy black lines are criss-crossed on 
the board, and within the lines are a 
galaxy of numbers and fractions. At 
the top of the board there is a listing 
of the size, in fractions, of each prod- 
uct. The salesman just has to select 
the type of product at the top of the 
board and the size at the left. He then 
down the figure at the 


notes point 


where these two listings cross on the 


a 


{SALES thought G3 stator, 


Firm uses ‘automatic 
secretary’ to cut sales costs 





To keep pace with its rapidly grow- 
Austin Nichols & Com- 
distributors of 


ing business, 
pany, Inc., wholesale 
wines and liquors, installed a telephone 
recorder system for taking orders for 
its 60 main branch salesmen. Sales costs 
were cut more than $6,000 a year under 
this new method, as salesmen were able 
to spend less time in phone booths call- 
ing orders, and more time selling. It 
also eliminated the need for three of 
the eight order-takers. 

The company attached nine record- 
ing machines to a specially modified 


switchboard. When a salesman com- 














The Editor invites contributions—paid for at our normal space rates. 


pletes a round of five or six custome 
stops. he phones a special company 
number and gives his orders to one of 
the dictating machines. If one recordei 
is busy, the call automatically switches 
When he 


hangs up, the machine immediately 


to an available machine. 
shuts off. A typist places the recording 
on a transcriber and types the orders. 
Under the old system, especially dur- 
ing busy periods, a salesman often had 
to wait a half hour or more to get an 
available order-writer. In a recent test, 
a salesman phoned in nine custome 
orders in three minutes. This new in- 
stallation has met with such satisfac- 
tion, that the company plans to set up 
similar machines in other branches. 
For more information, circle number 


S87] on the Reader Service Card. 
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JS MORALE \ tReet Cp atoston 


Junior Board of Directors 
drawn from all employees 








A Junior Board Directors solves 
company and employees’ personal prob- 
lems at the Master Rule Mfg. Co. of 
Middletown, New York. 


comprised of both executives and rank- 


The Board 
and-file employees, with selection on a 
rotary basis. Members sit in at semi- 
monthly conferences, thus allowing 
everyone to serve at least once a year. 
From 12 to 15 comprise the Board. 
Workers are now given the oppor- 
tunity to meet management as equals, 
It also provides a chance for representa- 
tives of different divisions of the firm 
to get together, and determine effective 
solutions for such subjects as: 


(1) Technical material and quality problems. 
(2) Fluctuation in number of employed workers. 
(3) Proposals for better equipment utilization. 
(4) Market potentials and sales ideas. 

(5) Wage increases. 

(6) Company expansion. 

(7) Improvement of working conditions. 

{8) Employee complaints. 

fringe 


Also discussed are employee 


benefits and personal problems. 


The Board is actually a “union” be 


methods 





tween management and employees. It 


furnishes authority and integrity for its Cc U ,—.. 


} members, and has resulted in har- 


monious labor-management relations, record handling costs 


as well as increased production. 
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How to attract young people 
for retail employment 


Each year, thousands of high school 
students are employed as short-hour 
workers in retail stores, but very few 
of them accept retail employment as 
a career upon their graduation from 
high school. Recently an effort was 
made to discover the reasons why re- 
tailing fails to attract young people 
and to obtain the point of view of the 
high school student. 

Enos C. Perry, Director of the Bu- 
reau of Business Education of the 





Chicago Public Schools, made a survey 
among high school students enrolled 


in distributive education and _ sales- Planned work centers that 


manship classes, to determine then 


produce Planned results 


objections to store employment. By 
design, the survey did not attempt to 








discover the things that students like ROL-DEX working level files reduce record 
about working in stores. This survey handling costs 25% to 55% because: 
= was made entirely among Chicago 
Bomperial high school students and is concerned © Records ROLL — to the seated operator — 
exclusively with their reaction to ob- iravel time to and from files is eliminated. 
jectionable factors in Chicago stores. @ Fatigue is reduced — 
The things that high school stu- clerk remains seated at her work station. 
lents find objectionable in store em- . 
es eas a ee @ Error is reduced — 


yloyment are these: oy ee as alin 
oes i ; : more individual responsibility. 
l. The rate of pay. Students claim 


that the beginning rate of pay in stores ® Clerical turnover reduced — 

| : Sess file clerk gi tractive "desk job" 

is about 85c to 90c an hour while the e rk given an attractive esk jOb . 
beginning rate in industry is about $1 

i Tis on hee. .-kmnteee- one No matter how large or how small your record keeping require- 
made by the Board of Education ments—ROL-DEX is built to fit your needs — and you use your 
among 79,164 high school students present records—no new forms to buy . . . nothing to retype 


shows that 25,055 or 31.6°% have part- 
time employment of some kind. Of one ene one bani aaa Omen emanae 
WATSON MANUFACTURING CO., Inc. 
Rol-Dex Division, Dept. M-16 


Jamestown, New York 


this number, 26.3°,, are employed in 
sales, 16.0°, in stock work, and 15.8°% 
in general office work. Exactly 28°; 





ag 
ha. 


. a carefully planned 


grouping of OT being B05 Please send me information about ROL-DEX record units. 


of the high school students who have 


@omw ee ema 














| office furniture . . . styled to part-time work are paid over $1 an RRM Pe PET eM Mere FR TN = ae 
lend beauty and luxury to your oe tne ; " 
office without the sacrifice hour; 33.1] i are paid from 85c to $l ee a 
of efficiency. See your an hour; 22.3°% from 75c to 84c; 9.0% Street ........ 
Imperial dealer or write ae a oa, fe 
for particulars. from 65c to 74c; 3.8°% from 55c to 64e; : a... 
3.897 are paid under 55c an how ee ee 2 a fe 
IMPERIAL DESK COMPANY [=i asia | | me of tl 
a ea a mt 1S Worn. udents do not like WATSON (established in 1887) also builds a complete line of filing 
e to work at night. next page, pleas. cabinets and courthouse, bank and hospital equipment. 
(Circle 822 for more information) , (Circle 839 for more information) 
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ASE STEEL 
OFFICE FURNITURE 





Better Built for Better Business 


This smartly styled, efliciently designed ASE Credenza reflects 
an atmosphere of dignity and prestige to all who see it. 

ASE high quality is evident. So, too, is the excellent taste and 
good judgement of the executive in whose office it is used. 


CONVENIENT...PRACTICAL 


ASE Credenzas are designed and built of in- 
dividual units, easily assembled and tailored 
to meet your exacting needs. You choose the 
very units you want —telephone, storage cr 
filing cabinets, bookcases, and knee-space- 
tables. Credenzas are 18" deep and are avyail- 
able in five standard top lengths, special 
length tops 77 to 120” on order. These 
Credenzas will complement your office set- 
ting. They afford you access to and stor- 
age of important records right in your own 
office. See these at your ASE Dealer today. 


CUSTOM-BUILT FOR YOU 


See the smart, new ASE Credenza at your dealers 


ALL-STEEL’'EQUIPMENT INC., Aurora, Illinois 





Write for complete information. There’s an ASE dealer near you 


(Circle 841 for more information) 
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3. The work is seasonal. Students 
complain that they are employed only 
for such peak periods as Christmas 
and Easter and are laid off as soon as 
the season ends. 


$. Competition with “old-timers.” On 
selling floors, students believe they are 
resented by regular employees who feel 
that the students deprive them of com 
missions on sales. Regular employees 
do not try to help the student or do 
anything to overcome the student's 
feeling that he is not wanted. 

5. Too much unofficial and unregu 
lated supervision. Students feel that 
there are too many bosses and_ that 
everyone in a store seems able to give 
orders to the students. 


6. No initial guidance. Placement is 
too casual. While stores give good 
training on store systems and_ policy, 
nothing is done to indoctrinate the 
student with retailing concepts or to 
impress upon them its importance. 
The job done by the student is seldom 
related to the entire operation nor are 
opportunities for promotion revealed. 
In short, stores do not “sell” the job. 
7. Don’t like to stand all day. Stu 
dents are unable to understand the 
necessity for their remaining standing 
behind a counter when there are no 
customers. ‘They feel that opportuni- 
ties to sit down during dull periods 
should be provided. 

8. Need better clothes. When em 
ployed in stores, students are obliged 
to dress well, which imposes an addi- 
tional expense upon them. 

9. No recognition of good work. Stu 
dents complain that it is extremely 
rare that anyone is ever commended 
for good work. Too frequently, stu- 
dents are left with the impression that 
their work is neither appreciated non 
done well. Part of the problem, they 
feel, is created by the determination 
of department managers to maintain 
a fixed ratio between sales and selling 
expense. Students are brought onto a 
selling floor during a rush and sent 
back to the personnel department the 
moment the rush is over. Furthe) 
more, no explanation is ever made and 
the student is left to wonder if the 
work done on the selling floor was 
unsatisfactory and perhaps the transfe1 
was made for that reason. (next page, please) 
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John T. McMahon, Director of the 
sureau of Counseling Services for the 
schools, feels that stores have lost sight 
of the importance of parents in help- 
ing students to select retailing as a 
career. Most parents, he believes, re- 
gard students’ part-time employment 
in stores as a stop-gap to be used until 
the student completes school and_ is 
ready to take a regular job. Parents 
have never been given any reason to 
believe that the after-hours job of the 
youngster could be the stepping stone 
to a useful and satisfactory career. 
Students like everyone else, are look- 
ing for four things in employment: 
(3) recog- 


(1) security, (2) affection, 


nition, and (4) opportunity. They 
are not convinced that anyone of these 
is found in store employment. 

Lhe Retail 


\ssociation is distributing 


Chicago Merchants 
complete 
copies of the above survey in an effort 


for self-education of its membership. 
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Office mechanization pays 
off for insurance firm 


Forrest Partridge 

Director of Purchasing 
Argonaut Insurance Exchange 
San Francisco, California 


The 
and continuous mimeograph stencils 
has enabled our company to raise office 
efficiency more than 50% in producing 


use of tabulating equipment 


policies and allied forms. 


Argonaut had sought for a more 
efficient way to produce policies and 
allied forms for several months because 
of its increasing work load. Our com- 
pany is in the Workmen’s Compensa- 
tion Field and has grown in just six 
the 
workmen’s compensation underwriter 


years to second largest private 


in California. Two time-consuming 


operations, which formerly involved 
tedious hand typing, are now com- 
bined into a swift, mechanized system. 

We 
time a policy is written. The first set 


need two sets of records each 
consists of seven copies of the policy 
itself. The second is a policy record 
set which is composed of 8 to 10 forms 
of different sizes. ‘The records are used 
by various departments, as well as by 


the state rating bureau and the origi- 
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nating agent or the broker. 

Under our old system, when an ap- 
plication for a policy was received, a 
seven-part, snap-out set was typed to 
provide the copies of the policy. Classi- 
fication describing the insured’s job 
had to be looked up in code manuals, 
and copied exactly. 

This led to a waste of time and sup- 
plies, because typists would frequently 
retype a whole set rather than correct 
each copy. Practically the same infor- 
mation then had to be retyped onto a 
mimeograph stencil, and the policy 
records duplicated on the mimeograph. 
Because of the time required, even a 
good typist could rarely type more 
than 50 policies and stencils per day. 

First, we replaced the snap-out set 
with a continuous seven-part manifold 
set, to be processed on the tabulator. 
When key- 
punched cards were processed to con- 


applications came in, 


trol the information. Additional cards 
were pre-punched to control the in- 
formation listed in the code manuals. 
The cards could be used repeatedly so 
that typists needn’t type the same data 
on 10 or more policies a day. 

We took even fuller advantage of 
the tabulating equipment by eliminat- 
ing the stencil-typing operation. This 
change has eliminated some 80 to 100 
The 
continuous stencil was adapted so that 
it could easily be fed through the tab- 
ulator, All the records are duplicated 


hours of weekly clerical time. 


from this stencil on a standard mimeo- 


graph machine. Since this stencil is 
prepared automatically, no additional 
proofreading time is required. 

the 


shows that the equivalent of 50 poli- 


A time study of new system 
cies and stencils is produced in one 
hour and 35 minutes, compared to the 
previous top production of 50 hand- 
typed policies and stencils per day. 
Ihe study included time for punching 
and verifying cards, pulling the pre- 
punched cards, running policy form 
and stencil, and re-sorting cards. 
There was no need to buy new 
equipment, since the tabulators and 
mimeograph were already on_ hand. 
Putting them to work on policies and 
records only meant we were making 
fuller use of available equipment. 
For more information, circle numbe) 


880 on the Reader Service Card. 





It COdeS 
& counts 
labels, etc. 
quickly « 
cheaply 





PITNEY-BOWES 


lp 








@ The PB Tickometer counts up to 1000 
items per minute—forms, slips. tickets. tags, 
cards, currency, coupons, checks, etc. 
Counts total or partial runs. Faster and far 
more accurate than manual counting. 

@ Will also imprint, date, endorse, cancel 
or “rubber stamp”—as it counts. Used 

by hundreds of firms to code product labels, 
as and when needed. 

@ Gets answers faster, saves hours of work 
and waiting. 

@ Ask the nearest PB office for a 
demonstration, now. Or write for free 
illustrated booklet, and case histories. 


Tickometer 


Pirney-Bowes, INc., Makers of the Postage 
Meter, 4571 Pacific St.. Stamford, Conn. 
Coast-to-coast service in U.S. and Canada. 


(Circle 845 for more information) 
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See your stationer today. Ask for it by name — MAK-UR-OWN. 


Rremington Pland 








VICTOR 


~ Wake. Ur- Quan 


‘Trade Mark Reg. U. 5. A. 


CELLULOID 


Just a quick cut of the scissors gives you 
faster, neater indexing with MAK-UR- 
OWN Index Tabs. These tab strips can 


be custom-cut to suit any indexing job 


\ you have. 


ONLY MAK-UR-OWN HAS ALL THESE FEATURES! 


@ MAK-UR-OWN Celluloid Tabs won’t burn, crack or warp 
assures easy pick up. 
@ 7 popular colors. Blue, red, green, yellow, orange, 


@ Beaded edge reinforces tab 


pink and clear. 
@ 6 inch strips cut to exact size you want. 






Snapgee: 


DEALER SALES DIVISION 


315 FOURTH AVENUE - NEW YORK 10, N.Y. 





{Circle 837 for more information) 
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Custom- 
designed 
to file 
and 
protect 


all 


your 
wide 
plates 


and 
negatives 








new MIM-E-O 


OFFSET MASTER 


FILES 


#2066 U.T.D. 
(Upright Two-Drawer) 


Protect and stores 
up to 1C00 Multilith 
No. 20666 or David- 
son No. 233 Nega- 
tives and Offset 
Masters! 

Scientifically de- 
signed to incorpor- 
ate advanced engi- 
neering features. Ver- 
tical flling and cor- 
rosion-proof ventila- 
tion eliminates 
scratching, pressures, 
other marring. Made 
exclusively for Mim- 
E-O Stencil Files Co. 
by Yawmarn and Erbe 
Mfg. Co. 


@ Gray Hammerloid baked enamel finish 
© Smooth-sliding nickel-plated hanger tracks 
© Heavy-gauge, all-steel construction 

@ Height 5034”, width 21”, depth 28” 


Store up to 400 negatives and masters in the 
7£2066 Rollaway. Tremendous capacity in small! 
space! 


© Progressive-type sisoension rollers and bear- 
ings for easy operaiion—always! 

© Height 2634”, width 19'/2”, depth 28” 

© Ball bearing swivel casters for easy movement. 














Write today for complete details and prices! 


MIM-E-O STENCIL FILES CO. 


1219-21 W. Chestnut St., Chicago 22, Ill. 





(Circle 828 for more information) 








“Easie 





say MAINT 


“Easier and faster to 
labor-saving solven 
hesive backing . 


. a NUMBERED —, 


\Avitograpls 


t, Faster and Safer to mount 


than any other Property Tag" 


SUPERVISORS 
SIMPLY ACTIVATE 


ENANCE 


mount because 
t-activated ad- 


. effective on almost 


any surface, too. Safer because tools, 


tacks or screws aren't 
danger of damage to i 


needed ... no 
nternal mecha- 


nisms of precision equipment. Eco- 


nomical, too, because special skill isn’t 


required.” 


WITH SOLVENT 


“SERIALLY NUMBERED AUTO- 
GRAPHS” are produced from lustrous 


016” Satin Finish Alu 


minum, They're ‘ 


more durable than foil or paper labels... “ 


much more impressive in 


appearance, too. 


You'll like the legible numbers, the color- 


fully lithographed copy 


and the clear 


baked lacquer overcoating. 


ADHESIVE BACKING 





WRITE TODAY for 
samples and FREE book- 
let, “HOW TO PER- 
FECT PROPERTY CON- 
TROL.” 

(Circle 
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METALOAALT inc 


MASON CITY, IOWA, U.S.A. 


827 for more information) 
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FINANCING 


Establishing semi-monthly receivable dates 


eases restrictions of operating capital 


President, Carbide Tool Company, Detroit 


Ge \iiost every young busi- 
ness is faced with the basic problem of 
securing sufficient working capital. The 
new business finds that it is faced with the 
problem of financing an expanding enter- 
prise with an initial capital fund that, in 
most cases, has already been largely ex- 
hausted by the initial expenses of estab- 
lishing the venture. 

Operating capital, therefore, becomes the 
major problem. This problem can be met 
and overcome hy a simple procedure, Essen- 
tially, the idea is based on a difference in 
cash discount periods. The first step to be 
taken by the young business is to establish 
its terms of payment on receivables semi- 
monthly, as on the 10th and 25th of each 
month. Second, its principal sources of 
materials must be selected for those who 
offer a single monthly cash discount date, 
such as the 10th or 15th. 

The new business should be both firm 
and frank with its suppliers in establishing 
and rigidly maintaining its payables sched. 
ule to once a month. The idea in action, 
therefore, results in this: the new business 
purchases its materials, fabricates, delivers, 
and receives payment under its  semi- 
monthly terms, before its payables become 
due under the single monthly discounts 
available from its selected suppliers. The 
result of this plan is that actually the new 


business’ growth is financed with capital 
advanced by its suppliers. In essence, it is 
a method of free financing. 

It should noted that to be successful 
this idea must be administered with these 
two vital rules of action always in mind: 
1. A rapid turnover of product within the 
discount period of one month is needed. 
Delivery schedules must be short and tight. 
2. The closest possible control must be 
maintained over all phases of manufacture. 
This includes the entering of orders im- 
mediately, securing materials — rapidly, 
prompt processing, including engineering 
and subordinate problems in the process, 
constant pressure to keep production flow- 
ing, prompt shipment and delivery to the 
customer, immediate invoicing including 
prompt issuance of statements. Incidentally, 
this plan stresses this rapid delivery cycle; 
in this way, there is a secondary benefit in 
that it builds an important sales approach 
always of interest to the purchaser—that of 
speedy and efficient service. 

An intelligent and vigorous use of this 
idea offers a way of satisfying the demands 
of the enterprise for a constantly growing 
working capital through a method of cost- 
free, self-liquidating financing. 

This method means constant control and 
requires a lot of driving, but it has and is 
proving successful. m/m 
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men and machines 
don’t work in a vacuum. 
Though you may saturate 
your Work Stations with 
skilled workers and 
modern tools, they can pro- 
duce efficiently only when 
‘community’ factors like 
traffic control, and ade- 
quate lighting, and proper 
communications — and 
even creature comforts — 


are properly integrated.” 


“int eg ra te do ff ice 
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TOP INSERT: Rolled to pre-deter- 
mined erection points on floor, movable 
steel partitions are easily installed and 
locked into rigid alignment to form con- 
tinuous, unbroken wall. ABOVE: Newly- 
erected offices, where previously all per- 
sonnel worked in huge open area. BE- 
LOW: Movable partitions were installed 
around personnel as they worked. 








Movable partitions 


transform open area 


to ‘private’ offices 


Offices were built "around" 
personnel without work 


interruption 


CES Fiployees at Ford 
Motor Company’s huge Engineering 
Staff Administration Building, in Dear- 
born, Michigan, recently had to look 
twice one morning when they started 
work to make sure they were in the 
right place. The reason was the swift 
growth of an interior modernization 
project, which divided the wide, open 
areas of the world’s largest drafting 
rooms into a network of smaller, inter- 
connected offices and drafting areas. 

For example, some of the installa- 
tions were accomplished so rapidly that 
many of the 2000 employees had trim, 
compact offices erected around them by 
lunch time. This speedy transition re- 
sulted from the use of lightweight 
movable steel partitions. 


How the job was done 

Ford’s engineering staff drafted an 
initial floor plan of the building which 
displayed the most desirable functional 
relations between departments and in- 
dividuals, as dictated by present oper- 
ating requirements. A careful analysis 
of all other area requirements was made 
by the supplier to assure smooth work 
flow throughout the building. 

Safety and traffic factors were consid- 
ered, and provisions were made for 
free passageways, sufficient exits, and 
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NOW Airtemp Air Conditioning means more efficiency in OFFICES 


Airtemp gives offices 


ar conditioning 


waterless (air-cooled) if water is a problem 


water-cooled if desired 





5 H.P. waterless (air-cooled) Packaged 
Air Conditioner, one of 4 models. 


5 H.P. water-cooled Packaged Air Con- 
ditioner, one of 6 models. 











AIR CONDITIONING e 





Air Conditioning’s other name... 


Offices benefit by air conditioning in many important 
ways. Working in the comfort of cool, crisp air, your 
employees will be more efficient, with a resulting 
decrease in costly errors. Staff morale will be improved 
to the point that turnover will be reduced. Because 
dust and dirt are shut out, less cleaning and redeco- 
rating will be required to keep your office sparkling 


bright every working day. 


Airtemp air conditioning, both waterless (air-cooled) 
and water-cooled, is designed to operate quietly and 
efficiently for years. In fact, the refrigerating system of 
these air conditioners is warranted for 5 full years. 
This is only one of many reasons why we build more 
Packaged Air Conditioners than anyone else. We have 
a nation-wide factory-trained service organization ready 
to serve you if necessary. Phone your Airtemp dealer 
today—he’s in the Yellow Pages—you'll get a better 
price before hot weather arrives. Or write Airtemp 
Division, Chrysler Corporation, Dayton 1, Ohio. 


CHRYSLER 


IRTEMP 


SivVisrTen Of CH RY § TER 






HEATING FOR HOMES, BUSINESS, INDUSTRY 


(Circle 807 for more information) 


crcemamimgener t+ 








all necessary railings. The proper loca- 
tions for all electrical outlets and 
plumbing — fixtures — were carefully 
checked, along with the adequacy of 
lighting and ventilation under the pro- 
posed plan. Finally, a comprehensive 
block plan of the entire floor area was 
developed, with actual furniture and 
equipment arrangement drawn in to 
point out the most adequate room Sizes 
for different operations. 

About 11,000 lineal feet of movable 
combination steel and glass partition 
units were used. The manufacturer's 
erection crew installed an average of 
250 lineal feet of partitions per day, 
easily rolling them to predetermined 
erection points on two-wheeled dollies. 

Securely anchored to the floor with 
concealed fastenings which are adjust- 
able to variations in floor levels, the 
units were then quickly locked together 
and the new offices and drafting rooms 
took shape. Completely flexible offices 
will now enable Ford to revamp, in a 
matter of hours, any part of its en- 
eineering section if the need arises. 

The work crew literally erected the 
new offices around personnel in the en 
oineering building, and no man-hours 
were lost to Ford. All desks, drafting 
tables, and other equipment were 
merely positioned in accordance with 
the master plan, and the movable parti- 
tions were quickly installed with an 


absolute minimum of disorder. m/m 


Financing 
electric wiring 
modernization 





A new financing plan by the Cincin- 
nati Gas & Electric Company, for elec- 
tric wiring, permits landlords and/or 
tenants to pay for the work on a 
monthly plan. 

Inadequate electric wiring systems, in 
almost all but new buildings, has been 
a major obstacle in the installation of 
air conditioning and other major elec- 
trical units. This is especially true in 
the case of the smaller, older buildings, 
where the cost of wiring changes, in- 
cident to high wattage electrical equip- 
ment, required large cash outlay. 

Anyone within the area served by 


the company can qualify, dependent 
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upon their credit rating. Such work as 
changing from a two-wire to a three- 
wire service, increasing capacity, adding 
additional circuits and outlets, etc., are 
all covered by the plan. 

The procedure is simple. The owner 
and the electrical contractor reach an 
agreement on the work to be done. The 
owner executes a note to the contrac- 
tor, covering the contract price plus in- 
terest to date of maturity, and agrees to 
pay this note in monthly installments 
of 12, 24, or 36 months. They can 
execute an agreement whereby the 
owner agrees to the contractor assign- 
ing the note to the utility company and 
also agrees to pay these monthly install- 
ments as a part of his electric bill. 

When the contractor’s work is fin- 
ished, he sends the utility company an 
invoice for the contract price, together 
with a copy of the approval certificate 
issued by the local inspection bureau. 
This certificate is then sent to the 
owner, advising him that the contractor 
has been paid for the full contract 
price, and the monthly payments will 
start on the next electric bill. 

The utility company is handling the 
financing themselves, without any out- 
side aid. The interest rates are standard 
F.H.A. rates. In the case of rental prop- 
erty, the agreement must be with the 
owner of the property. 


Use of 
conveyor system 
cuts costs 
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Illustrated: The New G/W Streamliner Desk Model No. 3M-76 FT now available at your dealers. 


you'll find GLOBE-WERNICKE office equipment everywhere ! 


Globe-Wernicke’s new Streamliner Desks come the G/W Streamliner the most advanced metal 
in 76 models with a choice of 6 colors: seal desk in America today. The Streamliner is as 
gray, sea green, copper tan, olive green, grained handsome in the general office as it is in the 
walnut and grained mahogany. Such conveni- _ executive suite—and what’s more it’s engineered 
ences as nylon drawer glides for silent sliding, | for maximum work output. Check with your 
height-adjustable island bases, complete sound Globe-Wernicke dealer. He’s listed in the Yellow 
insulation and molded or square-edgedtopsmake Pages of your phone book. Or write us direct. 


Ge §& 





CINCINNATI 12, OHIO 


MANUFACTURERS OF THE WORLD'S FINEST OFFICE EQUIPMENT, SYSTEMS, AND VISIBLE RECORDS 
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Cleveland found its biggest order and 
stock problem was solved when a con 
veyor belt system was installed. The 
old manual handling method had de 
layed deliveries, increased costs, and 
had tied up manpower. 

The new installation included a 
wheel conveyor, a horizontal belt con- 
veyor, and a portable belt conveyor. 
Books travel from the storage bins, to 
the packing station, to the shipping 


dock, without having to leave the lines. 

As a result, use of the system has 1) 
eliminated overtime, 2) reduced heavy 
lifting and walking, 3) increased ac- 
curacy in order selection, 4) speeded 
up delivery service, 5) saved about 400 
man-hours, and 6) provided more 
space for reserve stocks. ‘The system 
paid for itself within six months. 

For further information, circle num- 
ber 896 on the Reader Service Card. 








Make your office an invitation to business 
ona pleasant and comfortable basis 


STOW & 





seme 


DAVIS 


EXECUTIVE FURNITURE MANUFACTURERS 


GRAND RAPIDS, MICHIGAN 
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THE MAN 


Edgar T. Rigg, President 


THE COMPANY 


Henry Holt and 
Company, Inc. 


THE DESIGNER 


Designs for Business, Inc. 


MR. RIGG’S OFFICE of some 400 square 
feet had to be mechanically efficient 
in terms of its furniture and fittings 
because of the extremely active na- 
ture of its occupant. He discusses 
with the editors much of the mate- 
rial the firm publishes, and is active 
in its sales and public relations 
policies, in addition to the making 
of top management policy. Because 
of these varied activities, the desk in 
the room became a highly important 
unit of the over-all design. Among 
the units incorporated into the 8’ x 
12’ L-shaped desk are a lift-out type- 
writer device, a recessed radio, a 
built-in intercom system, plus a num- 
ber of filing devices. 

The long leg of the desk was de- 
signed to act as a conference top 


where they work 


THE OFFICES OF SUCCESSFUL MEN 


with provision for 6 to 8 people to 
draw up comfortably. 

Because there are often numerous 
informal gatherings occasioned by 
the many facets of book and maga- 
zine publishing, an extremely gen- 
erous lounge area was_ provided, 
dominated by a 12’ custom-designed 
sofa. A completely outfitted kitchen- 
ette and bar unit was incorporated 
into the storage wall. A double closet 
was also provided, one for use by 
clients and guests, and the other for 
the personal storage of the executive. 

Despite the various uses to which 
the office is put, it was extremely 
important to avoid the ostentatious, 
but at the same time, to specifically 
project the dignity and the impor- 
tance of the company. m/m 
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This book shows you how 
to get SPACE CONTROL 
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Write for this new 68-page 
catalog. It’s a practical 


work book on Space Control 
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@ Mills Walls give you Space Control, the ability to adapt your space 
readily to changing space requirements. They promote efficiency—en- 
able you to get maximum productivity through the most effective use 
of space. Mills Walls are economical, too—can be moved at low cost, 
overnight or over a week end, without interrupting normal routine— 
require no maintenance except occasional washing. Thoroughly sound- 
proofed, Mills Walls combine distinctive architectural design with 
structural stability—are as attractive and modern as they are efficient. 


THE MILLS COMPANY «¢ 952 Wayside Road «+ Cleveland 10, Ohio 
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Kein THE BUSINESSMAN 


FINDS REAL COMFORT IN HIS 


HARTER 


Paramount Star Bing Crosby, Vice President 
of Minute Maid Frozen Juices, uses the 
Harter 6 in his office and dressing room. 


The handsome Harter 
65 Executive Armchair 
is every bit as comfort- 
able as it looks. 
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CHAIR 






“It’s the finest!’’ That’s how Bing Crosby describes 
the comfort and quality he finds in his Harter 
executive posture chair. And knowing Bing’s relaxed 
art of making hard jobs seem easy, you can 

trust him to choose the posture chair that helps 
him work in true armchair comfort. 


You’ll enjoy the same superb comfort in the 
Harter 65. It has luxuriously deep foam rubber 
cushions molded to fit in seat, back and arms. 
Precise handwheel controls adjust this chair exactly 
to your stature to encourage healthful posture. 
Rich upholsteries, flawless finishes complete the 
fine look of success this chair gives an office. 
Write for informative booklet, ‘‘Posture Seating 
Makes Sense.’’ We’ll send name of your 

nearest Harter Dealer. 

Harter Corporation, 106 Prairie, Sturgis, Mich. 


» HARTER 


STURGIS, MICHIGAN 


POSTURE CHAIRS 
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New products 
for work center 


application 





Lighting system utilizes 
beauty, light, and sound 

A wall-to-wall lighting installation 
system has been designed which incor- 
porates beauty as well as light and 
sound control. A corrugated, white, 
plastic ceiling produces a soft light. 
Noise is deadened and _ disturbing 





sounds reduced to comfortable levels, 


through the use of spaced V-shaped 
units, lined with thick glass-fiber pads. 

It is particularly well-adapted in 
creating a “new look” to areas where 
the ceiling is cluttered with pipes and 
other service devices. 

For more information, write to Sylvania 
Electric Products, Inc., 1740 Broadway, 
New York, N. Y.; or circle number 897 on 
the Reader Service Card. 


New masonry cleaning process 
removes dirt without surface damage 

A new building cleaning process has 
been developed which is said to remove 
dirt and smoke without pitting or other- 
wise damaging the masonry surface. 

Called the “wet aggregate’’ process, the 
new method consists of a gentle but effec- 
tive scouring action. This is achieved by 
running a mixture of aggregate and water 
simultaneously through a special type noz- 
zle at a comparatively low pressure. 

The aggregate possesses cleansing char- 
acteristics as effective as the traditional 
dry sand-blasting, but without its erosive 
effects. Because the solution is mild, it 
does not stain the building’s surface, un- 
like the steam cleaning method which de- 
pends on strong acids or alkalies to re- 
move grime deposits. 

For more information, write to Western 
Waterproofing Company, 1223 Syndicate 
Trust Building, St. Louis, Mo.; or circle 
number 899 on the Reader Service Card. 











RITE-LINE COPYHOLDER 


Promotes Accuracy - Increases Production 





PRICE INCLUDING 
NEW TELESCOPIC 
EYEGUIDE 


TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a machine 
fape to 20 inches. 


as 
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EYEGUIDE CONTRACTED 
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20" 
™ Ps na a 
EYEGUIDE EXTENDED 

















FREE TRIAL OFFER Write, osking us to send you e 
RITE-LINE Copyholder with the understanding you mey 
return it without charge within ten doys. 


4209 39th Street, N.W. 
RITE-LINE CORP. Washington 16, D.C. 
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e 
Sfaplex Curis COst 70% 


hends free to feed work . . . no levers, | 
pedals, etc. I 


—RELOADS in 2 SECONDS from the front. 
Standard size staples used. 


Write for literature 
e 


THE —SfapleX comMPANyY 
776 Fifth Ave., Brooklyn 32, N. Y. 


(Circle 855 for more information) 
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* 

: ... And More! 
s 

@ —TIME-TESTED STAPLEX does the work of 
eo 20 ‘'old-fashioned"’ staplers . . . better 
r — quicker . . . more economically! 
e Thousands in use. 

: —STAPLES AUTOMATICALLY .. . both 
J 

e 

e 

@ 

* 


off 


in 


to 
15¢ 









no more clumsy 
rubber fingers 


apply between 
fingers and thumb... or 


XxX 
LA 
rub in to create 
sort, collate, 


o, tacky film... 
Kad 
count, file 


messy sponges 


Easy to apply, Sort- 
KWIK creates a grease- 
less, stainless, tacky 
\ A film permitting han- 
= —~ ‘ > ‘ > 
2 dling more papers 
much faster. 
Now widely used ina variety of businesses 
throughout the country, SORTKWIK is set- 
ting a new standard for efficient and speedy 
paper handling. 
Order a supply from your stationer TODAY! 
Or send ONE DOLLAR ($1.00) for two regu- 
lar size Containers to try out. 


50° 


LEE PRODUCTS CO. 


2738 Lyndale Ave.S. Minneapolis, Minn. 


Average 4 months 


supply 
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ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
150-A5 Albany St., Cambridge 39, Mass. 
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TAX 
UIZ 


The wrong answers to these 


questions can cost you money. 


ere’s a tax quiz to help you take 
note of some of the important changes 

Check each of these 
TRUE or FALSE. An- 
swers appear on page 46. Unless you're 
100%, pertect, it would probably pay you 
to call on your tax adviser. This quiz 
was prepared by the American Institute 
of Accountants, the national professional 
accountants. 


in the new law. 
short statements 


society of certified public 


1. You purchased some used equipment, and 
you expect it to last you some years. You can 
now deduct your depreciation much faster than 
under the old law. 


TRUE FALSE [) 


2. You, your two brothers, and your uncle have 
incorporated the family business. You would 
all like to modernize your plant, but have 
hesitated to retain earnings to do so, because of 
the difficulty of proving the accumulation “rea- 
sonable,” and because of the penalty tax Jevied 
if you did not succeed. The new tax law makes 
it easier to prove an accumulation reasonable. 
TRUE [} FALSE [] 
3. You and five other men formed a corporation 
in the fall of 1954 (after enactment of the new 
tax law). There were organizational expenses of 
$5,000 incurred prior to the date of the charter. 
Since their useful life cannot be precisely de- 
termined until such time as the corporation may 
liquidate, these expenses cannot be amortized 
for tax purposes by the corporation. 
TRUE [] FALSE [) 

4. You are sole proprietor of your business, 
married, and have one child; this year your 
business has a profit of $40,000. If you report 
as an individual, making a joint return and 
taking three exemptions and the standard de- 
duction, your profit (after tax of $13,036) will 
be $26,964. After living expenses of $12,220, 
you will have left $14,744. Now, you can report 
as a corporation and have more money available 
than if you reported as an individual. 


TRUE FALSE 


5. For two years business conditions in your 
area have deteriorated. This year you will prob- 
ably sustain some loss. Of course, you can carry 





How a lock company cut order- 
invoice typing time 40% 


Schlage Lock Company, of San 
Francisco, has achieved exceptional 
efficiency in the order-invoice sys- 
tem with a snap-out form built 
around a Colitho Paper Offset Du- 
plicating Plate. Typing time was 
reduced 80%. Mailing time was cut 
in half. Clerical errors were greatly 
reduced—and transcription errors 
have been eliminated! 


Colitho Plates — plain 
or preprinted — can be 
adapted to any busi- 
ness form. The original 








| Colitho Division, COLUMBIA RIBBON AND CARBON MFc. Co., Inc. 
j 4918 Herb Hill Road, Glen Cove, New York 


typing prepares the plate which is 
run off on an offset duplicator. Form 
and fill-in are reproduced in perfect 
register — cleanly — legibly. 

This case history demonstrates the 
economy and efficiency that count- 
less businesses now enjoy through 
the use of Colitho Plates. We havea 
collection of these factual stories 
which you will find packed with 
valuable ideas. May we send them 
to you? Use the coupon and you'll 
receive your copy of the Colitho 
Idea File promptly. 


THE ‘‘ONE-WRITE”’ WAY TO RUN A BUSINESS 














| Okay, send me the Colitho Idea File x 
| Name 

| Company. 

| Address 

| City. Zone State 
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Carbon papers and inked ribbons for every office need by: 
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Should they alt 
use the same 
carbon paper? 





Three secretaries ... three jobs . three dif— 
ferent carbon papers needed! Alice's boss sends 
one—of—a—-kind letters with one carbon required 

Joan must produce eight clear carbons for rout— 
ing. Claire's boss is a statistician and his fig- 
ures must be legible. No one carbon can do all 
these jobs equally well. 


Webster's famous MultiKopy Carbon Papers come in 
weights and finishes for all these office needs 
and many more. Each sheet is constructed for true 
value in color, sharpness of impression, and 
wear. There are 52 weights and finishes for stand— 
ard machines and 20 for noiseless machines 


With MultiKopy you can use a "custom" carbon — 
tailored to the machine, the job, and the indi- 
vidual touch of the operator Discuss with your 
stationer the kinds of MultiKopy carbons that 
your office requires. Then see what a difference 
using the right carbons makes — in savings of 
time and office supplies and in clear legible 
impressions. 


F.S. WEBSTER COMPANY 


10 Amherst Street 
Cambridge 42, Massachusetts 
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your loss back a year, but you just broke even 
last year. You can also carry it forward, 
spreading the loss over five years. But there is 
no immediate relief for you. 
TRUE [1] FALSE [] 
6. Your firm believes it could increase profits by 
adding a new line, but several years of research 
are needed to perfect the product. Your direc- 
tors feel the business can’t afford the cost, since 
the expenses of research cannot be deducted 
from income before it is known whether the 
research is a success or failure. 


TRUE [) FALSE [) 


NOTE: The new tax provisions are explained 
here as they apply to taxpayers reporting for 
the calendar year on a cash basis. Those using 
a different fiscal year, or reporting on the ac- 
crual basis, should check the official instructions 
to see how they are affected. In all these answers 
it is assumed that transactions are made in good 
faith and no special circumstances exist which 
would alter the effect. 


1. FALSE. The revised faster rates for deprecia- 


tion apply one to new, not used, equipment. 


2. TRUE. The new law allows a corporation to 
accumulate up to $60,000 of earnings (total for 
all years) without being exposed to the penalty. 
Then, if there is an unreasonable accumulation, 
the penalty will apply only to that part which is 
excessive. Furthermore, it is up to the Internal 
Revenue Service to prove that the amount is 


excessive. 


3. FALSE. The new tax law now allows such 
organizational expenses to be amortized over a 
period of not less than 60 months, beginning 
with the month in which the corporation is 
first active in business. 


4. TRUE. If you reported as a corporation, as 
is now permitted, and drew a salary of $15,000, 
for which you filed a joint return with three ex- 
emptions and the standard deduction, your in- 
dividual tax would be $2,780, leaving you the 
same amount for living expense, i.e., $12,220. 
Your profit of $40,000 less your salary of $15,000 
leaves $25,000, on which the corporation tax 
would be only 30%, or $7,500. Thus, by report- 
ing as a corporation, you would have $17,500, or 
$3,000 more than if you reported as an in- 
dividual. But if you elect to report as a corpora- 
tion you must do so every year from now on 
unless there is a 20% change in ownership of 
the business. Note also that earnings kept in the 
business may later be subject to income tax as 
dividends or capital gains. And remember, cor- 
porations must file by March 15. 


5. FALSE. The revised law allows you to carry 
your loss back two years instead of one, and you 
can claim a cash refund of taxes you paid two 
years ago. 


6. FALSE. The new law permits the immediate 
write-off of research costs whether or not a 
patent is secured. 








@ To Assemble 
DIRECT MAIL MATTER 


®@ To Sort CHECKS 
BILLS, PAPERS... 


@ there's an Evans 


GATHERING RACK 


Half-width racks hold stuffers for 
assembling direct mailings; for sorting 
checks, classifying bills or other papers. 

Racks are all aluminum, in vertical 
or horizontal styles, with 6, 12 or 18 
sections. Each section holds up to 500 
pieces at inclined angle. Non-skid in 
use, racks collapse for setting aside. 

FULL-WIDTH racks are used in hun- 
dreds of offices for collating bulletins 
or other mailings. HALF-WIDTH racks 
are used for gathering smaller pieces. 
Also used on counter to hold literature 
for customer hand-out. 


SHOWN: 


Model TU-412 at $16.50. Other models: 
full-width or half-width, $10.00 to $25.00. 


See Your Dealer or Write: 


Evans Specialty Co., Inc. 
421 N. Munford St., Richmond 20, Va. 
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ON THE BOTTOM” 
with ofd-style Filing lds 


“GLIDE EM AT 
THE TOP "with 


Oxford Filing Supply Co., Inc. 
88 Clinton Road, Garden City, N. Y. 
Please send free Pendaflex catalog to 


NAME 





STREET 





city 
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Low-cost second sheet copies 
made without carbon paper 

\n inexpensive type of copy paper that 
eliminates carbon paper has just been 
announced. In effect, the “carbon sheet” 
becomes the actual ‘second sheet.”  <Ac- 
cording to the manufacturer, the price is 
as low as the cost of regular second sheets 
plus carbons. 

This new paper has a specially processed 
finish that enables it to reproduce, sharply 
and legibly, any impression made on it 
by typewriter or pencil. As many as 
twelve legible duplicate typewritten copies 
can be made at once, depending, of 
course, upon the machines used. 

The paper comes in various colors, so 
that color coding of routing and _ filing 
copies is possible. ‘The most important 
saving, however, is the elimination of 
handling time previously spent in insert- 
ing carbons with the second sheets, align- 
ing them all in the typewriter, and _ pull- 


> 


ll 


ing the carbons out after the copies have 
been made. 

\t the present time, this paper is avail- 
able in red, blue, and black, in letter 
or legal sizes. It can be ordered in any 
special size up to 26” x 39”, and can 
be preprinted or padded by the manu- 
facturer. This paper will not “take’’ reg- 
ular offset, nor will it take multilith- 
multigraph printing. 

For free sam ples and prices, write to 
The Pengad Companies, Pengad Build- 
ing, Bayonne, N. J.; or circle number 


885 on the Reader Service Card. 


New desk-top collection unit 
permits better work organization 


A combination unit has been devised 
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to change any standard 60” desk into a 
collection desk without expensive changes- 
over and additions. 

The unit is made up of a processing 
counter and a compartmentalized section, 
and is easily secured to the desk top. It 
eliminates walking back and forth between 
desk and collection counter. It also al- 
lows for sufficient work space on the flat 
desk portion, in addition to space in front 
of the unit for patrons’ packages, etc. 

For more information, write to ABCO 
Inc., 1603-05 Fifth Ave., McKeesport, Pa.; 
or circle number 879 on the Reader Serv- 


ice Card. 


as See 


Hand detergent removes ink, 
carbon stains, without water 

A new “dry wash” hand cleaner for 
office use removes such marks as ink and 


hectograph stains, carbon paper smudges. 
Packed in a colorful, 
pressurized, aerosol container, the cleaner 
acts as a skin softener and doesn’t rough- 
en, burn, or redden hands. No water is 


grease and oil, etc. 


needed. The cleaner will also clean 
machine cases and other painted sur- 
faces equally as well. 

For more information, write Burroughs 
Corporation, Second and Burroughs Ave- 
nue, Detroit, Mich.; or circle number 886 
on the Reader Service Card. 


SSeS 


New equipment transmits 
information in seconds 


A transmitter system has been developed 
which will transmit, over microwaves, or- 
dinary typed copy at 800 words per minute. 
This equipment is claimed to offer one 
of the fastest means of long distance du- 
plication, and speeding up of such opera- 
tions as production control, order writing, 
inventory control, etc. 

The key to this development is a new 





electrosensitive paper. Simply passing elec- 
tric current through the paper marks it 
so that the automatic transmitter can du- 
plicate what the electric eye sees—in other 
words, electricity is used as the ink. 
Operating the equipment is very simple. 
The copy is placed under the moving rol- 
ler of the selective scanner (transmitter), 
which automatically transfers the infor- 
mation to a recorder. Working at high 
speed, the recorder, which transmits or 
duplicates, can transmit an entire news- 
paper in 6 minutes. The scanner can send 
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ahd” AMERICAN NUMBERING MACHINE CO, BROOKLYN 8, N.Y. 
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COMPTOMETER ADDING- 
CALCULATING MACHINES 
are made only by Felt & 
Tarrant Manufacturing Co., 
1712 N. Paulina St., 
Chicago 22, Ill. Offices in 
principal U.S. cities and 
throughout the world. 
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Famous 


the world over 
for instant answers — 
automatically accurate! 


COMPTOMETER 





Adding-Calculating 
Machines 


More and more, businesses everywhere are counting on 
Comptometer Adding-Calculating Machines . . . to speed figure 
work. . . to cut profit-wasting time and costs. 


Direct action gives instant answers. Three-way control 
prevents errors--signals the operator by sight, sound, 
touch. Floating touch speeds work, dual-action gives you 
two machines in one. Call your Comptometer representative, 
or fill out and return the coupon below. 


FELT & TARRANT manuracTuRING COMPANY 





e 1712 N. Paulina St., Chicago 22, Illinois ° 
Please send me, without obligation or cost, complete information about the 

si world-famous COMPTOMETER ADDING-CALCULATING MACHINES. . 

. Name 

* Company 

° Address ° 

° City Zone State - sa 

. _ o . . 7 e a 7 o . — . . 7 . . o o . _ — - 


(Circle 862 for more information) 





a paragraph or even a command in a 
matter of seconds. In addition, copy may 
be reproduced to standard bulletin size 
of 4’ x 10’ or higher. 

For more information, write to Alden 
Electronic and Impulse Recording Equip- 
ment Co. Alden Research Center, West- 
boro, Mass.; or circle number 898 on the 
Reader Service Card. 


New stencil form increases 
shipping procedure efficiency 

When large quantities of stencils are 
used daily, time and labor can be saved 
by using continuous marginal punched 
stencils. ‘They are primarily designed for 
preparation on automatic tabulating equip- 
ment or on handmarking machines to be 
used in addressing shipments. 

The stencils are perforated every 3” for 


easy separation when addressing preprinted 





tags and labels. There is a carbon sheet 
between the stencil and carrier sheet so 
that copy on thé stencil can be read even 
when typed without a ribbon. 

For a free folder describing the stencil, 
write to Weber Label and Marking Sys- 
tems, 200 W. Central Road, Mt. Prospect, 
Ill.; or circle number 888 on the Reader 
Service Card. 


Machine scrubber cleans 
200 wastebaskets per hour 

Wherever a large number of waste- 
baskets must be cleaned periodically, this 
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wo USE 
mi LOOKING, 
AD OSCAR w+ YOU 
Y CAN'T SEE MY 
PAYCHECR 


PAYCHECK "OUTLOOK" 
ENVELOPES 


Eliminate Time and Expense of Ad- 


dressing, also chances for Errors. 


Paycheck “Outlook” Envelopes are abso- 

lutely opaque. Essential 
when wages are paid by 
check. Nothing shows but 
the employee’s name. This 
improves personnel rela- 


tions. 


Ly) Send for Samples 


Nw WR and Prices Today 


OUTLOOK ENVELOPE CO., Est. 1902 


Originators of “Outlook” Envelopes 
1001 W. Washington Bivd., Chicago 7, Illinois 












(Circle 830 for more information) 
HAVE YOU HEARD ABOUT ... HAVE YOU SEEN 


CONVOY “‘Chem-Board’”* 


RIGID, PERMANENT, INEXPENSIVE 
record storage 


FILES 


Chem Board storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files, They're shipped 
assembled, ready for 
use. 


*CHEM-BOARD is the 
product of Convoy’s 
chemical impregnating 
process that makes 
corrugated board 
flint hard, rock strong. 
















CONVOY 


also makes a 
complete line 
of Tote Boxes, 
used by fam- 
ous names in 
all types of 
industry. 
WRITE FOR COMPLETE INFORMATION 


CONVOY, INC. 


(Circle 811 for more information) 
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Run 
it will clean as many as 200 
baskets an hour, according to its manu- 
facturer. 
bench top, waist high. 
each basket over a nylon brush, 


new scrubber will be of aid. 
by machine, 


The machine is installed on a 
The operator places 
and turns 
on the switch which rotates the brush. 

For more information, write the Fuller 
Brush Company, 10 N. Main Street, West 
Hartford, Conn.; or circle number 890 on 
the Reader Service Card. 


ste 


Dictating machine operation 
controlled by hand microphone 


A new electronic dictating machine has 
all the major operating controls built di- 
rectly into the 
Start-and-stop 


small hand microphone. 


controls, correction mark- 





ings, quick-review playback, etc., are all 
operated by the microphone controls. 

For more information, write to Dicta- 
phone Corporation, 420 Lexington Ave- 
nue, New York, N. Y.; or circle number 
878 on the Reader Service Card. 


—— i <— 


Regulator attachment for 
collators handles odd-size paper 
For easier collating of odd-size paper 
sheets, a new regulator attachment facili- 
tates the work. Attaching the regulator 
does not affect the method of operation. 
After adjusting the feeder-arms, the ma- 
chine will handle sheets from 3”x814”x17”. 
For more information, write to Thomas 
Collators, Inc., Dept. M, 50 Church Street, 
New York, N. Y.; or circle number 893 
on the Reader Service Card. 


Reading rack program 

survey described in booklet 

details 
studies made over a period of years with 


A brochure on “reading racks” 


hundreds of companies which have been 





PHOTOSTAT « MICROTRONICS 


- S. PAT. OFF. 


Mato Egudpomeit. 


FOR COPYING AND 
PRESERVING RECORDS 
OF ALL KINDS ON BOTH 
PAPER AND FILM 


‘Tew . .. business and industry, 
and government, too, find ever- 
increasing need for quick, accurate, 
inexpensive copies on paper of 
records and subjects almost without 
end. At the same time, all are becom- 
ing aware of the space-saving and 
security advantages of copying and 
preserving their records on film. 
PHOTOSTAT and MICRO- 
TRONICS equipment, of the very 
highest standard of quality, can best 
fill the needs for both . . . and for all! 
With the manufacture of MICRO- 
TRONICS unequalled line of Micro- 
film Cameras, Enlargers and Film 
Processors, along with the time-hon- 
ored line of PHOTOSTAT Photo- 
graphic Copying Equipment and 


PHOTOSTAT is 
the registered 
trade mark of 
PHOTOSTAT 
CORPORATION 








301 STATE STREET, 





Accessories, Photostat Corporation 
now Offers the widest range of equip- 
ment available... for small, moderate- 
sized and the largest of requirements 
alike. 

It is splendid equipment . . . prop- 
erly sold . . . faithfully serviced. 
Justifiably it sets the standard for the 
best in photographic copying the 
world over. You should know about 
it before you purchase any photo- 
copying or microfilming equipment. 

We welcome the opportunity of 
talking over your copying problems 
with you without obligation and, if 
you wish, making specific recom- 
mendations for their solution . . . 
with worthwhile savings in time and 
money. 


WRITE US FOR FURTHER INFORMATION 


PHOTOSTAT CORPORATION 


ROCHESTER 14, NEW YORK 


Service offices in most principal cities and in Toronto, Canada 
(Circle 847 for more information) 
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MODERN 
WASHING 
FACILITIES 







AT LEFT: 


Duo-Washfountains serve 
one or two persons. 







AND FACTORY 


CUT WATER WASTE 
AND SAVE TIME 


@ Without faucets to touch or maintain, sanitary Bradley 
Washfountains provide clean running water from a central 
sprayhead. The self-flushing bowl prevents collection of 
contaminating water,—and foot-control automatically cuts 
off water supply when foot is removed from control ring or pedal. 

Bradley Washfountains have become standard equipment during the past 
30 years in modern factories, mills, offices, schools and institutions. All 
models described and illustrated in Catalog 5204. Copy free on request. 


BRADLEY 
BRADLEY J wasnrountain co. 
o 2311 West Michigan Street 
Wane fOUV MI —Nivovsoe, Wis 
Distributed Through Plumbing Wholesalers 
(Circle 868 for more information) 






54-inch full-circle 
Bradley serves up to 
10 simultaneously. 









SELF-GUIDE for TAB CARD FILING 
mf 





1. Without SELF-GUIDE, the 
average tabulating card tray 
looks like this. 


2. SELF-GUIDE is comprised 
of but four simple, easily 
installed parts. 


3. To notch cards for 
SELF-GUIDE, this corner 
cutter is used. 





4. As the notched tab cards 
drop below the rails, the 
un-notched tab cards spring up. 


5. All of the tab cards snugly 
fit the tray, with the guides 
evenly and easily visible. 


6. Converted to SELF-GUIDE, 
this tab card tray has 
come alive! 

















Easily installed SF WASSELL ORGANIZATION, INC. 
SELF-GUIDE ; WESTPORT, CONNECTICUT 
speeds tab card reference! At-a- : NAME -_ of eS ee 
glance selection saves time and filing # TITLE 
costs, and increases efficiency! : COMPANY 
Send NOW for FREE details! | ADDRESS mn 
. CITY ZONE STATE —_..__ 


(Circle 867 for more information) 
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using the rack program, offering booklets 
to employees on a variety of subjects. This 
report should be useful to anyone inter- 
ested in knowing more about the rack 
idea or in improving the operation of an 
existing program. 

For a free copy of the brochure, write 
to Good Reading Rack Service, Inc., 76 
Ninth Avenue, New York, N. Y.; 


number 889 on the Reader Service Card. 


aS te 


Automatie multiplication 
cuts down on errors 


or circle 


Combining all the’ features of — the 
standard 10-key machines, a new adding 
machine also includes a multiplication key. 
This new addition cuts down on _ errors 
that often occur in manual multiplication. 

It also features special finger-fitted keys, 
an automatic double spacer after each to- 
tal, and rubber rollers fitted on the bot- 
tom of the machine. The machine is built 
in three main sections, so that when clean- 





ing or making repairs, the whole thing 
doesn’t have to be taken apart. 

For more information, write to Facit, 
Inc., 500 Fifth Avenue, New York, N. Y.; 
or circle number 894 on the Reader Serv- 


ice Card. 


New device for developer 
speeds up print making 

A simple, low-cost unit, which can _ be 
installed in any whiteprinting machine, 
will speed up print making and keep de- 
posits from accumulating on the devel- 
eper tank and sealing sleeve. The unit, 
a perforated, plastic-type sheet attached to 
an aluminum holder, is inserted between 
the tank and the moving sleeve. Thus, 
when sensitive materials are fed into the 
developer, they slide easity across the 
screen without sticking or binding. As a 
result, soiling, spotting, and creasing of 
prints are prevented. 

For more information, write to Techni- 
fax Corporation, Holyoke, Mass.; or circle 
number 892 on the Reader Service Card. 








SIGNALS FOR BUSINESS 


Nu-Vise e 


PROJECTING 
SIGNALS 


Nu-Viz 


METAL 
SIGNALS 


visible’ systems 


Cellugraf 


TRANSPARENT 
SIGNALS 


for ‘‘visible’’ systems 





Exert new control over any type of 
office system with Graffco Signals. 
They never forget. Always there to 
stop, start, check, alert. 
Your office supply dealer 
will be glad to explain 
what they can do for your 
particular needs. 
GEORGE B. GRAFF CO, 


54 Washburn Avenue 
Cambridge 40, Mass. 







SIGNALS 
and MAPTACKS 


(Circle 846 for more information) 


CHART-PAK FOR OFFICE LAYOUT 


. . . because it’s easier 
to move a template 
instead of a desk 


Do it right the first time. Use Chart-Pak profes- 
sionally designed templates for office layout. Per- 
fect for fitting more people into same space, or 
planning more effective work flow. Test the layout 
before changing the office. 

Here’s how the method works. In each Chart- 
Pak Office Layout Kit there are supplies of self- 
adhering templates (14” scale)—which represents 
all the standard units of office equipment and 
structural components. The templates are placed 
in position (they stick with a touch of the finger), 
and are relocated merely by picking them up. 
Exclusive! New! Transparent office furni- 
ture equipment templates which can be 
typed, written (pen or pencil), or 
drawn upon! 


' 
| moe ma ~~ CHART-PAK, INC. | 
100 Lincoln Ave. ¢ Stamford, Conn. ¢ Dept. 96A 
{| © Rush that Chart-Pak information to: 
{ Name 

c 

















| Address” 
\ City. State. 
? 


(Circle 849 for more information) 
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Manual discusses 
records control problems 

A Manual of Records Management is 
now available for executives directly con- 
cerned with problems of records control. 
This factual “how to” booklet is written 
by a management consultant, and is help- 
ful in solving problems of instituting and 
maintaining efhicient record keeping. 

For a copy of the manual, write to Dolin 
Metal Products, Inc., 317-52 Lexington 
Avenue, Brooklyn, N. Y.; or circle num- 
ber 895 on the Reader Service Card. 


Pegboard panels used in office 
partitions for display purposes 

Perforated pegboard panels enable the 
character of an office wall to be altered 
quickly and easily. Utilized as inter- 
changeable office partitions, these new mod- 
ular units are designed to accommodate 
hooks, bars, or shelves. ‘They also make 
good visual aids for display or demonstra- 
tion purposes, where easy and rapid shift- 
ing of material is necessary. 

For more information, write to Arnot 
Jamestown Division, 730 Fifth Avenue, 
New York, N. Y.; or circle number 887 
on the Reader Service Card. 


—— i 


Internal telephone system 
housed in office cabinet 


A compact, ofhice-type cabinet contains 
all the necessary equipment for a 40-line 
internal dial telephone system, to accom- 
modate business concerns which have very 
limited space. 

The entire switching and power unit is 
completely housed in a_ single cabinet 
which occupies less than 814 square feet. 
The interior is acoustically insulated, so 
that the normal equipment noise is re- 
duced to less than the noise made by a 


standard typewriter. 
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For receiving and routing incoming calls, 
the attendant is provided with a modern 
key-type switchboard. 

For more information, write to Fred 
W. Haupt, Stromberg-Carlson, 100 Carl- 
son Road, Rochester, N. Y.; or circle num- 
ber 883 on the Reader Service Card. 


New collator sorts at speeds 
up to 6,000 pages per hour 
A new type of paper-handling machine 
compiles up to 50 identical sets of print- 
ed matter in one operation, organizing 
them in proper sequence. It reaches a 
speed of 6,000 sheets an hour. 
According to the manufacturer, there 
is no chance of error. Photo electric 
scanning devices automatically eliminate 
all blank pages, an adjustable micrometer 





rejects double sheets, and an electric sys- 
tem prevents missing. 

A free brochure showing the various 
models may be obtained by writing Re- 
Company, 12790 
Avenue, Detroit, Mich.; or 


production Products 
Westwood 


circle number 884 on the Reader Service 


Card. 
Se 


Booklet describes advantages 
of whiteprinting process 

The variety of materials and application 
techniques available in the whiteprint re- 
production process is described in an in- 
formative 36-page booklet. A major por- 
tion of the booklet discusses the improved 
materials which can be used for such 
business operations as office duplicating, 
sales promotion, and _ advertising. A 
special, sensitized film is used in color 
overlays for maps, charts, and displays. 

For a free copy of this booklet write 
to Technifax Corporation, 195 Appleton 
Street, Holyoke, Mass.; or circle number 
882 on the Reader Service Card. 
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MORE COPIES, BRIGHTER COPIES with 


Hammermill’s Blue-White 
Duplicating Papers 


OU get more copies, blue-white brighter copies, with Hammermill 
duplicating papers. Your printer can supply them, help you select the 


best one for your mimeographing or spirit duplicating job. And his ideas 


on 


colorful printed headings can make your duplicated messages even 


more impressive. See your printer soon, Meanwhile, write on your business 


letterhead for free samples and for copies of our helpful idea-books 
“Duplicator Facts” and “Better Stencil Copies”: Hammermill Paper 
Company, 1499 East Lake Road, Erie 6, Pemisylvania. 


HAMMERMILL MIMEO-BOND GIVES UP TO 5,000 SHARP COPIES FROM 
1 STENCIL—and the 5,000th will compare in clearness with the first! 
Exclusive air-cushion surface absorbs mimeo inks more rapidly, cushions 
sheets as they pile up so there’s no smudgy set-off, Watermarked. Comes 


in 


seven popular colors and sparkling blue-white. 


HAMMERMILL DUPLICATOR FOR FAST, TROUBLE-FREE PRODUCTION 


of 


clean, bright copies on either spirit or gelatin-type machines. Comes in 


six pleasing colors and blue-white. Watermarked. 


and Whippet Duplicator. You'll get uniform quality unusual 


in 


ever you see the Guild shield on a printer’s window. 


Want good looks at low cost? Try Whippet Mimeograph 






such modestly-priced papers. 


PRINTERS 


You can obtain business printing on Hammermill papers where- 


DUPLICATING PAPERS 


(Circle 861 for more information) 





cost no more 
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CE vis & Geck, suture 
and surgical division of the American 
Cyanamid Company, recently moved 
its plant and offices from Brooklyn to 
Danbury, Connecticut (see MANAGE 
MENT METHODS, February 1954). The 
move raised many questions among 
both employees and Danbury residents. 
In an attempt to answer these ques- 
tions, the firm developed two brochures 
which, viewed in terms of their suc- 
cess, should prove valuable to othe 
firms contemplating a move. 


Employee questions answered fully 


Rumors 
mounting by the time the construction 


among employees were 


of the new plant in Danbury was well 
under way. Management realized quick 
action was needed to arrest false 1m- 
pressions. Earlier, the heads of the 
various departments of the firm had 
been formed into what was called the 
“Danbury Committee”’—a group re- 
sponsible for all phases of the pros- 
pective move, with the task of setting 
a policy for employees. Since rumors 
centered about management’s attitude 
toward those who were planning to 
move with the firm and the help which 
would be given them in moving, a 
brochure, OUR MOVE TO THE 
COUNTRY, was prepared and dis- 
tributed. 

Simple in format, the thirteen-page 
mimeographed brochure sought to 
answer such questions as why the 
move, was being made, what factors 
determined the choice of site, what 
Danbury was like as a place to live, and 
what the new plant was like, and de- 
tailed features (such as air condition- 
ing, luminous ceiling lighting, and a 
cafeteria) which the plant included. 





In a_ section entitled, Let’s Talk 
About Your Problems, employees were 
encouraged to join Davis & Geck in its 
move. Another section, JIinding a 
Place to Live, told of the help avail- 
able through the Personnel Depart- 
ment in securing a place to live in Dan 
bury and in making arrangements fon 
subletting or sale of apartments fon 
homes in New York. Still another, 
Davis & Geck Will Pay for Your Move, 





told of the company’s offer to pay mov- 
ing expenses — within a_ reasonable 
limit—and to grant time off with pay 
for the individual’s’ moving day. 
Finally, a section, But What If You 
Are Not Going?, described the help 
that employees who were unable to 
move to Danbury would receive in se- 
curing other employment and advising 
them of the severance pay policy. 
Throughout,. employees were ex- 
horted to discuss their individual prob- 


The right way to move to the suburbs 


How a company integrated its employees and community relations program 


lems with the Personnel Department o1 
with their supervisors. 

It was not intended that the bro- 
chure would answer all questions o1 
solve all problems. Within a few days 
of the distribution of the brochure, 
rumors were supplanted by specific 
questions. Supplementary — bulletins 
informed employees on local schools, 
churches, housing, and other important 


features of community life. 


Public relations in Danbury 


Management faced the question of 
the availability of local labor realisti- 
cally. It was understood that moving 
a large plant into a city of 30,000 in- 
habitants presented many _ problems: 
one of them the need to make as good 
an impression as possible on new 
neighbors. ‘To this end, as well as to 
pave the way for recruiting local labor, 
another brochure was developed under 
the direction of the Danbury Com- 
mittee for distribution in Danbury. 

Called FRIDAY AT DAVIS & 
GECK, Sally Forbes, a member of the 
Personnel Department, describes a typi- 
cal working day. In the course of show- 
ing a new employee around the plant, 
she describes each feature and operation 
fully. Company benefits to employees 
are discussed and, interspersed through- 
out the brochure. Brief paragraphs tell 
the history of the company and de- 
scribe the product manufactured. 

This 24-page brochure was invalu- 
able in helping to promote good will 
for the firm in Danbury. It was dis- 
tributed in June, and the following 
month, when the local high school was 
taken over for two months to train new 
personnel, the number of local resi- 
dents who applied was high. m/m 
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ADVERTISING INDEX 


Acme Visible Records, Inc. : ae 
Agency: E. H. Brown Advertising 


Aero Mayflower Transit Co. ... eee | 


Agency: Sidener & Van Riper, Inc. 


All-Steel Equipment Co. ....... ee aes 
Agency: E. R. Hollingsworth & Associates 


American Numbering Machine Co. ae 


The American Hardware Corp.— 
Corbin Wood Products Div. ee 


Agency: Horton-Noyes Co. 


American Writing Paper Corp. 34 
Agency: Fairfax, Inc. 
Bankers Box Co. 24 
Agency: Frank C, Jacobi Advertising 
Bausch & Lomb Optical Co. . 28 
Agency: Ed Wolff & Associates 
Bradley Washfountain Co. . 50 
Agency: Kirkgasser-Drew Advertising 
Burroughs Corp. 54 
Agency: Campbell-Ewald Co. 
Calculagraph Co. 38 
Aaen y Georae Homer Mart n Asso 3+¢ 
Can-Pro Corporation + a 
Agency: Ramsthal Advertising 
Chart-Pak Inc. . 50 
Agency: O. S. Tyson & Co., Inc. 
Chrysler Corporation ; Siar Va 
Agency: Grant Advertising, Inc. 
Columbia Ribbon & Carbon Mfg. Co. ....9, 45 
Agency: E. M. Freystadt Associates, Inc. 
Convoy, Inc. a 49 
Agency: Rex Farrall, Inc. 
Cummins-Chicago Corp. . sac 
Agency: Aubrey, Finlay, Marley & Hodgson, Inc. 
Dictaphone Corp. agit 
Agency: Young & Rubicam, Inc. 
E. |. DuPont De Nemours & Co., Inc. . 5 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Eastman Kodak Co.—Recordak Div. i = 
Agen J. Walter Thompson Co. 
Elliott Addressing Machine Co. 45 
Agency: H. B. Humphrey, Allen & Richards, Inc. 
Evans Specialty Co., Inc. .. ' .. 46 
Agency: Virginia Morton Advertising 
Felt & Tarrant Mfg. Co. . 48 
Agency: N. W. Ayer & Son, Inc. 
The General Fireproofing Co. . 2 
Agency: The Griswold-Eshleman Co. 
The Globe-Wernicke Co. 4! 
Agency: Strauchen & McKim Advertising 
The Golden Gate 32 
Agency: Roland-Bodee & Flint Advertising 
George B. Graff Co. hike dee 
Agency: The Eddy-Rucker-Nickels Co. 
The Haloid Co. men 
Agency: Hutchins Advertising Co. 
Alexander Hamilton Institute > SE 
Agency: Maxwell Sackheim & Co., Inc. 
Hammermill Paper Co. oe 5t 
Agency: Batten, Barton, Durstine & Osborn, Inc. 
Harter Corp. ......... oer .. 44 
Agency: Lamport, Fox, Prell & Dolk, Inc. 
Imperial Desk Co. .. a 35 
Agency: Keller-Crescent Co. 

methods 
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interstate Rubber Products Corp. 
hes Products Co. - 
tallohuls Corp. 

The McBee Co. 

ar Inc. 

The Mills Co. 

Mim-E-O Stencil Files Co. 
National Cash Register Co. 
Office Management Association of Chicago 
Olivetti Corporati of America 
Outlook Envelope Co. 

Oxford Filing Supply Co. 

Parsons Paper Co. 

Peirce Dictation Systems 


Aa 


Photostat Corp. 


Pitney-Bowes, Inc. 


Record Controls, Inc. 


Remington Rand Inc. 
Aq ford Adv 


Reynolds & Reynolds Co. 15, 16, 


r & Kalat 


Rising Paper Co. 


n Baird A 


A 


Rite-Line Corp. 
Aager EM. Freystadt A 
Shredmaster Corp. 


Age 


The Staplex Co. 


K 


A 


Stow & Davis Furniture Co. 


Ager "Sed 


The Sturgis Posture Chair Co. 
Agency: Bla Advertising 


Victor Safe & Equipment Div. 
eeford Advert } * 


Vogel-Peterson Co. 
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The only publication 


of its kind 


the integrated office 


a handbook for management on 


office remodeling, relocating, building 


If you have been thinking about remodeling, moving, enlarging your offices, here’s a practical, 
down-to-earth guide that will save you hours of trial and error planning. This year’s issue is crammed 


full of solutions to management’s most pressing problems: 


How to select new quarters How much does it cost to redecorate 
How much does it cost to move How to handle sale and lease-back of property 


How to modernize on a long-term plan How to expand an existing building 


Each of these questions—and this is only a partial table of contents—is written by a recagmzed expert 
in terms of his experience with well-known firms. Dozens of photographs and plans guide your selec- 


tion to the proper solution to your needs. To order, use the postage-paid order card bound into this issue. 


We'llbill you late. only $2.00 


A FEW COPIES OF THE 1953 ISSUE STILL AVAILABLE 


The 1953 edition of THE INTEGRATED OFFICE covered completely differ- 
ent subject matter. Its general theme was a detailed breakdown of the 
factors involved in office layout and planning. Together, the two issues 
provide a complete "package" for the business concerned with office 
layout, building, furnishing, and renovation. While they last, 1953 copies 
are available at $2.00. Use the special order card bound in this issue of 
MANAGEMENT METHODS. 








